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FOREWORD 



r :7V:...;,; ■^/■^-^■..■.. 

/; information is a critical element in maWng^ decisions. For career related 
*^ decisions, the information must encompass multiple perspectives, come 
' frorp many sources, and be easily accessible and retrievable.. The Ap- 
palachia , Educational: Laboratory, in developing the Career Information 
System (pIS), hsfs built a comprehensive organizatipn and mlinagement 
system for career information resources, the CIS:allows students to ex- 
' plqre themselves in relation to the world of work. By using the Worker Trait 
Group approach, based upon the Dictionary of Occupational Titles, Fourth 
Edition, -published by the U.S, Department of Labor, multiple inputs can be 
used tp explore work and leisure situations and relate these to high school 
cours^ selectioi;! and to career choices. 

The/ Career information System goes beyond organizing' multiple 
resoutrces about occupations, by incorporating information on experiential 
learning, community resources, education, training,. and placement which 
;are criticail tor informed career planning. As an open-ended' system with 
un I irhUed growth potentiar'ar\jCl/qt6hsiderable flexibility, it is a uriique cur- 
rtcuUmi tool for career exploration. Although the Career Information 
'Sysjrem is a manu^ system, ifs* components can be easily adapted to a 
connputer mode of storage and retrieval. The use of the CIS is not limited;. to 
secondary school students. It can be used by any age group in almost any 
Sietting, ' 

the Appalachia Educational Laboratpry has orchestrated a unique work- 
ing relationship with the National Institute of Education, the U.S. Qepart- 
fnent of Labor, educational representatives from regional, state, and local 
Jle^O^ls, and the McKnight Publishing Company which is culminated tjy the 
publication ot the Career Information System. The system is a component 
•■oif- the Career Decision-Making Program developed by the Appalachia 
I E,duc'ational Laboratory. The Career Information Systeni can be a hub 
ground which the other components of the Career Decision-Making Pro- 
gram and a school's broader educational program can revolve. The CIS is a 
system: which facilitates the teaching of career exploration, career 
decision-making, and career planning to secondary school students. The 
potential of^this system is unlimited, the Career. Information System will be 

an important 'addition to the educational programs in our schools.. 

' > ■ s * ■. . - ■ 
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Thei^ has bdta an increasing emphasis placed; upon the organization of 
career information resources. Many sphoo4s have set up career resource 
centers or have identified a specifitf' space in whicK to place available 
resources.'brganizing the resourc^s^ into one location facilitates their use. 
Although this physical organization .is importa^^^^ information 
resources must be organized so that occupation9il\information is linked to 
the access variables, such as interests and aptitudes, used to help 
students develop an understanding of self. In addition, they need to be 
organized so that all resources relating to e3ch occupation may be easily 
identified, this Career Information Syst^em (CIS) is an organizational struc- 
ture for 'facilitating career exploration./ . \ 

The CIS is based upon the WbrkftOrait Group structure of the Dictionary 
of Occupational Titles, 4th Editionv^areer info^rmation resources and ac- 
cess variables afire both Indexed to t^^related Worker Trait Groups. Thus, 
the Worker Trait Groups provide a sy/^em for linking access variables aind . 
career information resources. v 

ThaCWeer Information System alsd links the access yariabies and career 
informatioivcesources to curriculum m)pbrtunitieSv This linkage facilitates 
students' ider^tification of courses tney might t^k^ ex- 
ploration or skill development. In addition, th6 linking of courses to bcc^ 
tional information facilitates teachers' uWttation of .resources as part of 
course experiences This can help students see the relevance of education 
to their future role as workers. 

The Career Information System is an open-ended system. It provides a 
structure with pjotential for moving from the. typical print/audiovisual oc- 
cupsitional information, which makes up most of the resources included in 
prese^nt systems, to including experjehtial information, feducation and train- 
ing programs available, and job opportunities. As componentsof students' 
occupational exploration, opportunities for education,' training, and em- 
ployment need to be associated with the Worker. Trait Groups or occupa- 
tions being explored to provide the b^asic information needed for decision- 
making. Other systems and materials are linked to the Career Information 
System by indexing procedures, thus, multiple systems are reduced to a 
single system which eliminates many of the usage problems for students, 
teachers, and counselors. ^ ■ ^ 

This Career Information System Professional Manual provides detailed 
information on setting up the system and utilizing the related access 
materials. The system can provide the common elenierit unifying the career 
exploration q^pportunities of students through guidance, counseling, and 
instructional services. * 
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Career exploration requires the integration of 
two processes: self-exploration and occupational 
exploration. The information ^necessary ifor self- 
exploration resides<in the individual students and 
their interactions with the world around them.. Oc- 
cupational ihformation,-^n the other hand, is not 
so readily obtained. Although there is a wealth of 
occupational information in varying forms (print, 
audipvisujat, experiential) and directed to varying 
levels (awareness, orientation, exploration, prepa- 
ration, placement), it i% rarely available for easy 
and meaningful use. ^ 
The Career Information System (CIS), a major 
component of the Career Decision-Making Prb- 
gram, developed by the Appalachia. Educational 
Laboratory, provides a structure within which in- 
dividuals can integrate the processes of self- 
exploration and occupational exploration. The 
system can incorporate all forms of occupational 
Information which can be reached through in- 
dividuals' Interests and abilities. 

Implementation of the CIS invqiveis two major 
functions: (1) installation and maintenance, and (2) 
^ utilization. The Career Information System Profes- 
^ sional Manual is designed to guide teachers, 
cipunselors, and other professionals in the perfor- 
mance of these functions. 

The first section of the manual provides an over- 
view of the Career Information System. The sec- 
ond section contains detailed instructions for In- 
stalling And maintaining the CIS ip a variety of set- 
tings. The third section provides utilizatron guides 
for the CIS materials. 

Perhaps the most important aspect of th.e CIS is 
that it Is not static/and can be used more than 
once byany individual. The system is designed for 
easy updating. The access routes to tbe System's 
information provide for exploration at varying 
levels of interest and sophistication. Thus, it is 
responsive to changes in individuals and the 
world of work, providing meaffingful information 
to individuals throughout theif career develop- 
ment. ' : . 



CAREER INFORMATION 
SYSTEM OVERVIEW 



One of the most essential elements in any 
career guidance program is information resources. 
•Without appropriate and adequate resources, 
students may be limited in their exploration which, 
affects their career decision-making. Therefore, 
the identification and prganization of career Infor^ 
mation resources are vjj^f^ t^^^ of any 

career guidance prograjf^:: Jt^^^ 

It is recognized 'that itUfe'impossi to build a 
**totar' system contafining^lnformation about all of 
the thousands of different occupations. If such in- 
formation were ^ivailable, it would be impossible 
for students to expTore all occupations. Therefore, 
the critical tasks in setting up, maintaining, and 
expanding career information- systems are (1) the 
identification of information resources represen- 
tative, of employment opportunities and prepara- 
tion programs, and (2) establishung personalized 
access strategies. 

The Career.infornisition System (CIS), developed 
by the Appalachia Educational Laboratory, ad- 
dresses three of the following four problem areas 
encountered by most career information systems: 
(1) identification of all available resources; (2) 
organization and management of resourceis; (3) 
utilization and access of resources and (4)^gani- 
zation of the activities used to locate information. 
The CIS does not address the^^roblem of identify- 
ing all available resources smce this is unique to 
each school setting or institution. 

The first step in initiating or evaluating a 
schoors'qareer information system is to analyze 
the existing resources. Typical resources are oc-. 
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cupational briefs from commercial publishers, 
two or three bound occupational information 
publications, such as the Occupational Outlook 
Handbook published by the U.S. Department of 
Labor, and a few audiovisual materials. Although 
• these resources may be considered limited in rela- 
tion to what is: needed, they do form a basic 
source from which a total system can be 
developed. In addition to printed and audiovisual 
resources, a variety of other resources needs to 
be incorporated into the system. These Include 
education/training, job ^opportunity/placement, 
and ^^experiential" information. 

The second step is to organize the career infor- 
mation resources. The physical location of 
resources represents one dimension of organiza- 
tion. Many schools have established career' 
r^^urce centers or have identified a specific 
location for housing these resources. A second 
dimension of organization relates to resource 
utilization. ResourciBS need to be organized 
^(indexed) so that all resources relevant to each oc- 
cupation' can be easily identified. In addition, the 
resources need to be orga|ized by a group or 
clustering structure. This structure must facilitate 
locating materials on sorne other basis than oc- 
cupational titles, namely,^ the access variables 
commonly used in most career guidance pro- 
grams such as interests and aptitudes. Thus, all 
information resourpes are identified to occupa- 
tions and further linked to the system's grouping' 
structure through indexing and filing procedures/.;. 

The third step is to - identify jappr^ppriate 
^'materials and access variables which- c^n don- 
tribute to an indiyiduars understanding of self and' 
the woj'ld of work. This understanding can help an 
individual identify related groups and occupations 
aswell as training and placement information. 
' The fourth step is to develop a program and ac^ 
tivfties which i^incorporate the access valuables-; 
and - materials. These access' variables arifa 
materials proyide individualized career explora- 
tion experier\f es for ^tudents. However? these 
materials do not make-up a^ total cajreer^u)dance 
program. Other important dimensions,- such a^^ 
goals, value$, and decision-rpaking; need to be in- 
cluded to provide the basic knoyiedge and skills 
heeded for career exploration ^an;d decision- 
making.' I . V ^■ 

Career Information System lyjodel 

; As the Career InfomnTjatidn System was being 
designed, the most crucial decision was the 
selection of ^(1) the groupingiStructure to be used 
i^n organizing resources,. * and J2) the access 
variablesr which could be appr to 
the groups. There' Sre^-s^^^ of clustering 

structures. Some of the most common ways of 
grpuping occupations are by products or services 
jDroyided, processes or materials used, type of 
work performed, industry designations, and 
worker qualifications. Since meaningful career ex-^ 



ploration should focus upon the mdivjdual/it was 
decided that the most appropriate clustering 
system was the one based upon worker qualifica- 
ilons. This clustering structure is one Qf the oc- 
cupational classification systems developed by 
the U.S. Department of Labor and included as part 
of the Dictionary of Occupational Titles, third Edi- 
tion, 1965. this system, the Worker Trait Group Ar- 
rangement, consists of homogeneous clusters of 
occupations requiring similar worker charact- 
eristics. Access variables such as interests and 
aptitudes "can be appropriately linked to worker 
characteristics, since they provide a personal 



dimension to the world of work. Therefore, the ■ 
Worker Trait Groups were selected as the group- 
ing structure of the Career Information System. 
The Worker Trait Group structure of the Dictionary 
of Occupational Titles, Third Edition, was used to 
develop and field test the CIS. The Worker Trait 
Group structure of the Dictionary of Occupational 
Titles, Fourth Edition, was ased to revise and 
publish the CIS, 

As a basis for addressing the four problems and 
the four steps discussed previously, the following 
.conceptual model for the Career Information 
System was designed. - 



.CAREER INFORMATION SYSTEM MODEL 
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In the right-hand column of the model, under 
the heading ^'Career Information Resources/' 
three types of information are Identified with il- 
lustrations of materials or information. Each oL 
thisse resources may be related to a sjDecjfic oc- 
cjLLpation or to a Worker Trait Group. As these 

' resources are identified and included in the CIS,, 
an emphasis should be placed upon local oppor- 
tunities and information. State, regional, and na- 
tional information, also needs to be included 
beca^ise of the high degree of mobility of^ the 
populatiorr. A priority should be placed upon in- 
cluding information delated to the degree of op- 
portunity. A *'core'' set of occupations has been 

videntified and included in selected guidesjand fn- 
dexes of the Career Information System. This set 
of occupations includes .the major ;r|iatipnal 
employment opportunties as well as those oc- 



cupations found in common career information 
resources. , %^ 

In the middle column of the model, under^the. 
heading ^^Organization ar\jJ Management System,'' 
note that the Worker Trait Groups label is shqwh 
in a circle and in the center of the column. This cir- 
cle symbolizes the Worker Trait Groups as the 
'*hub" of the system. All career information 
resources that can be linked with an occupation 
or a Worker Trait Group are placed into the CIS 
ttiffough filing and/or indexing procedures. In addi- 
tion to dareer information resources, other 
systems or occupational clusters may be linked to 
the Worker Trait Groups through indexing pro- 
cedures. Thus, the Worker Trait Groups form a 
common grouping structure to which all resources 
are linked and other systems can be tied. ' 

In the left-hand column of the model, under the 



heading ''Career Guidance Materials,'* is a listing 
of some of the common access variables used in 
school guidance programs to help students 
develop an understanding of self and the world of 
Ayork. A general problem with existing access 
'materials is that they are tied to different grouping 
structures of the world of work, i.e., an interest in- 
ventory tied to one set of. occupational scales and 
an aptitude test reporting scores related to other- 
clusters. In the Career Information System, all acr 
cess variable elennents are indexed to the related 
Worker Trait Groups to eliminate this problem. For 
example, mathematics, as an element of the 
school subject variable, is linked to Worker Trait 
Groups utilizing mathematical ^ knowledge and 
skills. The worker characteristics^a^ociated with 
the Worker Trait Groups have oeen used to 
develop CIS access materials' - 

The box located to the \eix of the Worker Trait 
Group **hub" in the middle column of the model 
contains a listing of techniques that can be used 
to link Worker Trait Groups to one or more 
variables. Single elements of a variable can be 
linked to the Worker Trait Groups through an in- 
dexing procedure. An index has been developed 
for each of these access variables included in th^ 
Career Information System. Two of the three 
techniques listed to link Worker Trait Groups to 
multiyariables are manual techniques. The Career 
Information System was develbped as a manual 
system to eliminate high, costs and limited- 
availability of pompufers. Although the computer 
system was not developed, the ; CIS manual * 
system may be feasily adapted to computerization. 

As part of the career guidance materials, units 
and mbdutee have been developed for each of the 
CIS access variables. The module and unit 
materials includfe sound filmstrips to present 
basic concepts related to. each access variable.- 
and activities to provide students with an oppor- 
tunity to relate experiences to occupational ex- 
ploration. In addition to the units and modules, a 
semester 'coLir^ encompassing 15 curriculum 
units has been developed for secondary school 
; use.,; ■■ s :'■ ■ .; ■ > ' ' ■■: 

'Although the initi'al CIS materials were 
developed for use at the secondary school level, 
they may iaiiso be used with adults and post secph-. 
dary students. . ' 

Planning the System tfistailatlpn 

One, of the most important aspects of im- 
plementing the Career Information System is 
preplanning. The model may be used to evaluate 

^present resources, guidance materials, and 

""system structure. 

The primary installation decision that needs to 
be made relates to the organization of the career 
information resources.^lf She grouping structure in 
the school's system is bemg effectively used with 
guidance or curriculum activities or materials, the 
decision may be made to keep that structure and 



link the Worker Trait Group structure of the Career 
Information System through an indexing pro- 
cedure. The section entitled **Career Information 
System File Plan" of this manual contain^ step- 
by-step instructions on how to adapt the CIS to 
other filing, systems. Adapting the Worker Trait, 
Group structure of the Career lnformation System 
to an existing system permits the best of both 
-systems to bei utilized, thus increasing the pyerall 
system's effectiveness. . • 

Another major decision relates to the anhount of 
access variables and related career guidance 
materiials t€) be used. If most of the^e materials 
and access variables are planned to be used with 
any one group of students, then the Exploring 
Career Decision-Making text, used as a semester 
course meeting five periods a week, should 'be 
considered. This book is available frpm McKnight. 
Publishing Company. If the time available is. 
limited and planned activities are more related to' 
exploratory experiences, then the Individualized 
Activities for Career Exploration (IaCE) booklet 
which is designed for a five- to ni'ne-week session 
should be considered. Other CIS materials, 
through a unit/module design, hnay be used in- 
dependently on a short-term basis. The IACE 
l^croklet and. the other CIS materials are also 
available from McKnight Publishing Cpmpany. 

As part of the prepianKing, the . user should 
become familiar with all ot the CIS materials, and 
decide which materials best meet-the time and ac- 
tivity requirements. Pilot activities conducted 
with a few students should :6e considered to ac- 
quaint the teacher/counselor with/the materials 
and process as well as to test the system's opera- 
tion., ' '■ ■ - . _ •' \ : ' 

Tfne location of the Career Inforr^ation System 

shoiJId also be consideried in preplanning. If 
.V possible, space should be provided' to place all 
pafeer information ^esources*^ into one location. 
Consider a spacious location near student traffic, 
patterns to provide ea^ access and use for 
students. The Career Resource Center approach 
should be considered. If possible, the CIS 
materials should be near the counseling offices 
and near facilities where, audiovisual materials 
can be shown and group guic^ance activities con- 
ducted. , ' J ■ 

Personjiel decisions Vso need to be made. The 
responsibility of the Career Information System 
must be assigned to one staff member. Effective 
installation, operation, maintenance, and expan- 
/Sion of th^ system are dependent upon career 
resource infprmation being considered as a vital 
part of the, schooTs career guidance and cur- 
riculum programs. Without this recognition and 
responsibility assignment, the CIS cannot reach 
its potential. " 
"A planning comnjittee comprised of memberis 
• from the administration, faculty, and student body 
may be formed to help develop the plannjngbf the 
Career Information System's installation apd 



utilization. This committee cotild serve two pur- 
poses — (1) provide input on how the CIS can best 
meet the needs of curriculum and guidancfe and 
(2) provide an avenue of communication back to 
thie groups represented by the committee . 
members. After the installatioh of tjie: CIS, the - 
committee might be terminated or kept as an ad- 
visory comrnittee for the operation and expansion 
of the CIS, ^ 

Setyng Up the System / 

. Rather than starting ori a large scale and setting 
up t+ie total syst-em^v it is recommended to install 
, the basic system first. The basic system includes 
unbound occupational briefs stored in vertical 
files /and bound occupationaj information 
references such as the Occupation Outlbok Hand- 
book published by th^ U.S. Department of Labor, 
and the Encyclopedia bf Carreers, published by 
Ferguson Publishing' Company, which have ^ 
already been indexed to the Worker Trait Groups. 
The basic system can be used to pilot activities 
for familiarizihg^ students and ^staff with the 
systems structure and operation. 

Once this basic system is set up, it may be ex- 
panded to i.nclud^the other resources such as 
books and audiovisual materials. Then, it may be- 
■ ■ .. i^ ■ . : ■ ■ 



expanded further to include the experiential infor- 
mation resources found in the school and com- 
munity. Without these experiential resources, the 
Career Information System i*s limited.' 

The initial work in setting up the basic system 
requires personnel time for cddiihigf;) setting dip 
file's, recording, and cataloging, this clerical func- 
tion may be, performed by interested students, a 
business education class, or other student body 
service groups, ; . 

The*^ 'Section entitled /'Career Information 
System , File' Plari'' of this manual contains de- 
tailed instructions on how to set up the system. 
■ , ■ • ' ' 

Using The System . 

One of^the. ^i^or strengths of the Career Infor- 
mation Systtem is its utility for providing access to 
career information in. a variety of ways which 
facilitate personalized catreer exploration. Aware- 
ness -artd understanding oif' personal qualities 
such/^s iaptitudes, vocationiat interests, leisure 
S time, activities, hobbies, and preferences for a 
variety of things including- school subjects are 
critical elements in career exploration. Ttiese per- 
sonal characteristics, when lirrked^ the world of 
work through Worker Trait /Groups, provide 'a 
means of career exploration. " y 




The CIS has been designed for use with dif- 
ferent groups and in a variety of settings. Tl^e sec- 
tior| entitled "Career Iriformation System Utiliza- 
tion Guides" of this manual contains detailed in- 
structions on the u^se of the CIS nnaterials in a 
group guidance setVing. Independent learning sta- 
tions within the facility housing the Career Infotv 
matfon System may be established for individual 
use.,The CIS materials are set up so that students 
may locateahd use them with mihimal assistance; 
However, a staff membecheeds 'to schedule the 
use of experiential rescLurces. 



Summary . ? 

As your school, locgl, state, and federal agen- 
cies, and curriculum developmental "^^groups 
develop new access materials, these should be in- 
tegrated into the Career Information System File 
Plan arid Utilization Guides. The flexibility pro- 
vided by the notebook format of the Career Infor- 
mation System Professional Manual facilitates 
the physical integration of new materials. The CIS 
has been developed as an open-ended system tp 
allow the addition of such new access materials. 
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INTRODUCTION 

The Career Information System File Pt&n is^a description of the CIS 
organization and management procedures, TKe 12 Career Areas and 
GG Worker Trait Groups (WTG> used to organize and index career in- 
formation resources in the CIS are. based upon the Area - Group struc- 
ture of the Dictiohary of Occupational Titles (DQJ), Fourth Edition. 

Procedures are given in this File Plan for installing, operating, and 
mairitain^g the CIS. These procedures are described'and Illustrated in 
detail. Installation of the CIS is divided into two segments^ The first 
stage is the development of the basic system: The basic system is 
designed for organizing unbound, materials containing information 
about a single occupation. In addition, the basic system also^ contains 
VOiforker Trait Group mdexes to two common occupational references, 
the Occupational Outlook Handbook and the^ Encyclopedia of Careers. 
/ The second stage of the CIS development involves adding other 
, /career information resources such as books and audiovisual 
materials, as well as experience resources. Th'e expansion of the CIS 
is tailored to fit the respurces availgbte to a school. 

In add^i^tion, this File Plan contains procedures for adapting existing . 
filing systems to the Worker TrSLit Group structure. These procedures - 
are designecHo permit other filing systems already in Operation to 
continue, but be adapted to the CIS through indexing to the Worker 
Trait Groups. . . 

^ost of the materials needed to install the^CIS are furnished as part 
of the CIS package published by McKnight Publishing Company. Addi- 
tional materials needed are listed in the procedures as well as in At- 
tachment A of this martual. Those materials which must be obtained 
from another source are indicated by an asterisk. 



INSTALLING THE 
BASIC SYSTEM 



The Worker Tralt'Group (WTG) filing and index- 
ing system is. designed to accommodate a wide 
range of career information tesources. However, 
mitial Installation of this systism- focuses on 
developing a basic system' which is designed to 
accommodate single-job unbound materials: 
. XKese materials, such as briefs and pamphlets, 
-/are assigned to one Worker Trait Group and filed 
accordingly. Other types of career information 
Resources Cannot be physically filed or contain oc- 
cupational descriptions for more than one Worker 
trait Group. These types of resources are used to 
. expand the system once it has been established. ' 
The basic system is composed of three 
physical components and uses four procedures 
for processing single-job unbound materials. 



Physical Components 

• File Content Notebook 

• Alphabetical Card File 

• WTG Vertical File - 



Processing Procedures 
» Coding 
•Recording 

• Cataloging 

• Filing 



Preparing the Physical Components 

File Content Nptebook 
The File Content Notebook is a looseleaf 



notebook. It is used as a Worker Trait Group index 
to all DOT Main Titles of materials stored in the 
WTG Vertical File. The notebook has a divider for 
each of the 12 Career Areas and 66 Worker Trait 
Groups. As rnateriafs are processed into the. 
system, the DOT Main Titles are entered on 
preprinted forms behind the appropriate WTG 
divider. A tally mark is made to show how many 
pieces of Inform^ttion are in the file for a particular 
DOT Main Titl^ . . . 

Materials provided for setting up the File Con- 
tent Notebook are: 

• Three-ring notebook - 

• 12 dividers for Career Areas 

• 66 dividers for Worker Trait Groups 

• Printed notebook forms v 

• Area — Worker Trait Groiip List (Attachment B 
. of this manual) . 

The File Content Notebook is developed by us- 
ing the following procedures: 

1. Prepare a nptebook form for each of the 66 
Worker Trait Groups, obtaining the necessary 
infoiTTiatioh from the Area — Worker Trait 
Group List (Attachment B of this manual). Fill 
out the appropriate blanks on the top margin of 
the form as shown in the following illustration. 



DOTAREA^ITLE 



oso/ 



AREA-WTG NUMBER 




Vertical 

File 
Pieces 


' Alternate 
File 
Code 


Supplementary 
Code 


■ " * • . ■ ' 

' DOT MAIN TITLE 


Dot Code ' 








♦ 
























>. 









rG narm' hi 



When a WTG T^aqp' has l^een completely filled 
with job' title entrievan additional form should be 
\ prepared. The additional forms should have a page 
* ~ number designation placed under the Area — 
WTG number as in the following example: 




05 01 



AREA — ^WTG NUMBER 
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.2. Insert the prepared fornis behind the ap- 
propriate Area — WTG dividers. 



Alphabetical Card File 

i the Alphabetical Card File is an index for all oc- 
cupational titles processed into the system. It has 
two types of entry cards: DOT Main Title cards and 
Alternate Title cards. 

Materials used to develop the Alphabetical Card 
nie are: 

• .t Card File {standard or rotary) 

• ^.Aiphabetic Divisions i 



• Cards (3" x:5") 

— preprinted Main Title cards: : 

— *blank Alternate Title cards . 

Preprinted cards are used for the DOT Main 
Titles. These are the primary entry cards used to 
designate the Worker Trait GrbuR to which a DOT 
Main title belongs. In addition, they show other 
pertinent information, as illustrated in the follow- 
ing sample. , 



AREA.WTG# 



DOT CODE: 
WTG FILE ^ 



DOT MAIN TITLE 

■ ALTERNATE FILECODE: 
■ OOH: '. 



EOC: 



SUPPLEMENTARY CODES: 



REFERENCES: 



EXPERIENCE RESOURCES: 



Alternate Title cards are secondary entry cards. 
An Alternate Title is an informal name by which an 
occupation is known in various sections of the 
country. These titles are frequently used on oc- 
cupational information. Alternate Title cards are 
used as cross references to the DOT Main Titles. 
Blank cards^are used for Alternate Title cards and. 
should be filled out using a standard format^as in 
the following example. 

It is not necessary to place any other informafion 



OR .the Alternate Title card. Users of the system 
are Ho refer to the DOT Main Title card for com" 
plete information. 

\The Alphabetical Card File is developed as 
mlterials are processed into the systenri. Further 
instructions for filling out both the Alternate and 
DOT Main Title cards are listed under ^'Cataloging. 
Single-Job Unbound Materials/' page 13. After the 
cards are completed, they are filed in alphabetical 
order. ' . 
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WTGVi^rf leal File 

The WTG VertlcaUFile is uSfed to store single- 
job unbound materijal^K^^t^ been pro- 
cessed by cpdihg /recordings ^ cataloging. This 
file contains* 12 Career bAi-ea dividers and 66 
Worker-^Jwit Group ^dividet^s. After g piec6 of 
material is processed, it is filed behind the ap- 
propriate Area— WTG divider. ' 

Materials used to develop the WTG Verticial File 
are: ■ . 



tie of the brief is not listed /in the index, use the 
following coding directions! ^ 

1. Identify the DOT Main Title by using the Sup- 
plement to the Dictios^ry t)f Occupational 
Titles. In the AlphabeUdal Index, in the back of 
the Supplement, locafe the title for the brief. 



■ V'- 
(tvyo 



or four 



• ^Standard vertical filing cabinet 
drawers) :^ • 

• *File drawer la^Dels 



• *78 file dividers (3 cut, m^,tal tabs) 

• Labels for dividers (Attachment B) ^ - 

The WTG Vertical File is prepared in the foll^^wi^g 
sequence: - ! 

1. LaB^ the file dividers, using the prepar^ 
labels included in Attachment B. Cut the lab^ls^ 
and insert them in the tabs'cDf the file dividers. > 

After inserthig the labels, place t^e'Tlividers ir^;. 
1he drawers of the vertical file. A standard- ver-^ . 
tical file. drawer accommodates approximately^ ' 
400 briefs or pamphlets. If more ''than one> 
drawer of the file is used for theW divider4^^ 



The follovving 
betical Index. 

Dot MaiiLTitle 



example 



illustrates the Alpha- 



.Alternate Title 



CHEMICAL RESEARCH ENGiNfiEfT 008.061-022 (prof & kin) 05.01.01 
CHEMICaVSTRENGTH T£8TSR 582.587-010 (textile) 06.03.02 
CHEMICAL-TEST EblGtl^iER 008.061-026 (prof & kin) 05.01.04 
chemical welgherlDYE WEIGHER 650.684O14) 06.04.17 
CHEMIST 02ZD6t^10 (prof & kin) 02.01.01 
tX^hemist, Analytical (CHEMIST 022.061-010) 02.01.01 
bhemist, biologist (BIOCHEMIST 041 .061-026) 02.02.03 
Chemist, Cllntcal (BldQHEMIST 041.061-026) 02.02.03 
Enzymes ^BIOCHEMIST 041.061-026) 02.02.03 
(prof & kin) 02.02.04 

Undefined Related Title 



When the title appears in the listin 
capital letters, then proceed to step 2. 



in all 



laberthe. dMwers to ^how the fan^e'of C^te!'® 
Areas and WorkerTrait Grjotjpein each,dra\S^i6r,,* 



2. 



l^rocessing Siqgle-Job Unbound 'Materials 

Codlrrg Single-Job Unbpgnd^lV^a^eriials'^^ ^ \ 

The primary purpose of- tHeico^^ing procedure is 
to identify tjie W9rker Trait Grpgl^tc^which'.the oc- 
cupation dfe^cribejd in; the .^in§le-job"unbourld 
miiterial belohgs. db(;lipg is druci;ai to;tHe^ln.§talla- 
tion prpoessv [Persor)>^er 

should be thorbugliiyjaTfilU^ th"^cbcli*ig pro- 
■ cedute. / . .. '^^ " . " <S^^\^r 

The Supplerheht-tojt^^^ of Occupa- 

tional Titles IS usecl^rrr this^|>roce^^ 

There are two stdpsii.niJofved in coding. The first 
. step is to identify thg DOT Main Title for the oc- 
. : "ciJpat^c)rt."^descrlbed~iri ^the. iriaterial. This is par- 
. ticulartj^Smpbrtanl^ materials are to be 

processed' into tliQ^ system by their DOT Main 
'y"' -Titles. The '^econd-^Sje^ is 1o identify, by number, 
thfe Area -V^^cWTG to vJrKich: the DOT Main Title 
; . rbelpngs:^^^ following these two 

coding jstepa, look thfoi^h Attachment C of this 
manual,^-^Workertra[t Group Index to Commercial 
t Briefs.'r^This attachment-has all t+ie necessary in- 
. f formation for fcbding many of these briefs. If the ti- 



» When the title appears in beginning capital let- 
ters, it is an Undefined Related Title. The DOT 
Main Title will appear in parentheses. ^See the 

' preceding example. 

• When the title appears in all small letters, it is 
, an Alternate Title. The DOT Main Title will ap- 
pear in parentheses. See the preceding exam- 

^ple. " ^ 

'.\'\. ■ , , 

. >■ I 

f ^hen the title on the brief is an Alternate or 
^yi^^ Related Title* mark parentheses 

' '^^^nd.it and write the correct DOT Main Title 
. directly above or below it. Use a red or other coU 
! Sit'ed marking pen to niake the DOT Main Title 
;rdfgitgriGtiv*e. ^ ' 

• On the materials, write the nine-digit code 
found in the Alphabetical Index for the titles. If 
this code hcfe. been printed on the material, 

verifyJt/'^^v* :f 



Identify the ngmber of the Area — WTG to 
which the- POT Main Title • belongs. This 
number iis, |(|cated at the end of each entry line* 
in the Aj^^habeticar Index as shown in the 
followirig example. 

Chemist; -Enzyme ' * 
CHEMISTi FOOD 022.061.014 (prof & kin) 
Chemist. Inorganic (CHEMIST. 022.061 010) 02.01.01 
Chemist, Organic (CHEMIST 022.06V010) 02.01.01 ^^^^ 
Chemist, Pharrmaceutical (BIOCHEMtST 041.061-026<QZ02^ 
Chemist, Physical (CHEMIST 022.061-010) 02.01.01 Ss. 
. Chemist. Pollution Control (CHEMIST 022.061-010) 02.01.01 ^ 
Chemist. Proteins (BIOCHEMIST 041.061-026) 02.02.03 
CHEMISTRY TECHNOLOGIST (078.261-010 
Chemist, Sterlods (BIOCHEMIST 
CHEMIST 

' r Area — V\/TG Number 
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On the brief, write the. four-digit Area — WTG 
number in the upper right-hand corner. The follow- 



ing illustration is an example of a brief marked'jo 
show all coding information. 



Write the Area v- 
WTG Number. 



Mark parentheseis 
around Alternate 
Title. • 




OCCUPATIONAL / /BRIEF.| 



'(analytical chemist)/ / 

CW^o^nidt: . / / ' o2^ . og i -o lo 




Write DOT Main 
Title in color. 




Write DOT code. 



Recording Single-Job Unbound Materials 

After coding single-job unbound materials, DOT 
Main Titles are recorded on the forms in the File 
Content Notebook. Alternate or Undefined Related 
Titles are not recorded. These forrjns have five col- 
umns. However, only three columns are used at 
this time: the first for recording tally marks for 
each piece of material filed, the fourth for the'DOT 
Main Title, and the fifth for the nine-digit DOT 
code. The second and third columns are not used 
in recording single-job unbound materials.'; 

To record a DOT Main Title, open the File Con- 



tent Notebook to the form ^Jesignated by the Area . 
^ WTG number on the material. Make an entk^ on 
this form as described in ^Jie following paragraphs. 

If there are no entries on the form, enter the 
DOT Main Title in the fourth column and the nine- 
digit code in the fifth column.. In the first column, 
make one pencil tally mark. A pencil should be us- 
ed so that tally marks can be changed easily. 
When 'additions^ materials are processed for this 
DOT Main Title, a tally mark is made for each 
piece. Only one entry is made for any DOT Main Ti- 
tle. The following example shows the porrept en- 
try for Civil Engineer, Area — WTG 05.01. ' 



DOT AREA TITLE 



OS.OI 



A.REA-WTG NUMBER 



En 



' WOW<ER TRAIT GROUP TITLE 



Vertical 

File 
Pieces 


Alternate 
File 
Code 


Supplementary 
Code 


• ' DQT MAIN TITLE . 


Dot Code 


1 






Ci/iril onaiJnm 











k \ . N 


7' 


.^'^ 




■ • \ 


✓ 

* ✓ 
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If the form .contains one or nriore occupational ' 
title entries, sc^n the fourth column for the DOT . 
Main Title being proce'ssed. If there is an entry for 
this title, jr]^dl<e an additional pencil tally mark in 



the first column. If *there is no-entryj^br the title, 
the ^occupational^ title sho'uld^be entered. .The . 
foilowing 4llustratiofTi shoWs an example of multi-^ 
pie entries andlally marks. • ' r ' ' , • , ,* • 



. DOT AREA TITLE . 



OS. 4 1 




vertical 

File. . 
, Pieces 


r ^ — 1 

Alternate *. 

; File 

Code 


•Supplementary. 
CcrtJe 




Dot Code 










ob5.6bi^bi|,; 


I 








OOl.Ofcl-011: 


111 






* : ' 3 . ■ . . : ^ ; : 


oo3.QUl-d(4 





















. .J 



Cataloging Single-Job Unbound Materials 

To catalog single-job unbound materials, an en- 
try card is filled out for each new DOT Main Title, 
and for any new Alternate Titles appearin'g on the 
materials. To complete this procedure, these 
cards are placed in the Alphabetical Card File. The 
following paragraphs describe how to complete 



Main and Alternate Title entry cards. 

DOT Main Title Cards. Write or type the DOT 
Main Title, the nine-digit DOT code, and tne Area 
— AA/TG number/on the appropriate Hnes of the 
printed card-Piacea pencilcheck mark I*/*) in the 
WTG File brahkio indicate that material about this 
title is filed in^he Vertical File, as shown in the 
following illustration: 



QlOl 

AREA-WTG# 



DOT CODE: 
WTG FILE. 



DOT MAIN TITLE 

ALTERNATE FILE CODE: 
OOH: 



SUPPLEMENTARY CODES: 



EOC: 



REFERENCES: 



EXPERIENCE RESOURCES: 



O 
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^Alternate Title Cards. Fill 6ut a blank cferd Vo ' Main Title and its Area — WTG number, as .ln the 
cross-referencie the Alternate Titje ^to the DOT following examplle; 

— • > . '.' ■ • .. ' ■ ' . ■• ' ' — : — ~ — ' 




01. Of 



Filing Entry Cards. Place both the DOT Main Ti-^ 
tle^card and tfie Alternate Title card in the Alpha- 
betical Card FUe. Only one entry card is needed 
for khy DOT Main Title or Alternate Ti^,le no matter 
how many pieces of material are processed. 

As thQ basic system .is being developed, scan , 
the cards in the Alphabetical Gard File for the 
titles b^ing processedT^ef ore making any cards. If 
a card for either a DOT Main Title or Alternate Title 
is already on the file, do not make a new one or 
add any information. 

After processing all of the available single-job 
unbound materials into the basic system, addi- 
tional resources may be added. Two major bound 
resources, the Occupational Outlook Handbook 
(ObH) and the Encyclopedia of Careers (EOC), 
have been indexed to the Worker Trait Grgups. 
Reference to the titles in these resources are 
added to the basic system by using the Worker 



Trait Qreup Index to Occupational Information ''^ 

and the Alphabetical Gard File. Use the following ' 
processing steps* ^ ' 

1. Check the Alphabetieal Card File.for each Main 
Title listed jn the index. If there is a card in the 
AlpJifebellcal Card Fileijpr this title, place a 
check mark (»>') in the appropriate blank as 
shown in the following illustration. 

2: If there is a Main Title rn the index that does not 
have a card in the Alphabetibal CSird Fit^, then 
make one, using the preceding instructions. 
However, do not place a check mark in the 
WTG Vertical File blank as this material will not 
be found in the Vertical File. 

3. The index also contains Alternate titles. Cards 
shotJid be made for those. titles following in- 
stryctions for the Alternate Title cards. 



AREA-WTGW. 



DOT MAIN TITLE . - , 

DOT CODE: l3hO(o'!^038 ALTERNATE FILE CODE: 

WTG FILE _ nON- y EOC: fe^^ 



SUPPLEMENTARY CODES:. 



V 



REFERENCES: 

EXPERIENCE RESOURCES: 



Filing Single Unbound Materials 

After coding, recording, and cataloging, single- 
job unbound materials are placed in the Vertical 
,Fij,e behind the appropriate file dividers. Although 



it is not essential to the operation of the system, 
materials filed behind each divider may be 
organized by the nine;digit DOT code, in 
alphabetical order by the DOT Main Titles, or by 
other means of grouping and organizing materials. 



•Developed by the Appalachia Educational Laboratory and published by McKnIght Publishing Company. 



time, then a sign-out sheet should be. used and a ^ 
return area determined. This procedure may be 
necessary if the CIS location has ^eryy limited : 
space for uste of materials, and students /need to- . 
^*go to another area to use them; Foj example, the 
CIS may be located in a small foyer and jstudents 
may want to check out materials t-e^ use m a study 
hall. ■ / • . 

The sign-out sheet should be a simple form con- 
taining spaces for the student's name, titje of the 
material, and dates checked out arid in. The ' . 
following is an example of a sign-out sheet. 



. v- . ' CIS SIGN-OUT SHEET V ' 


' ' . . ':. '. Name . ' . 


^ i Materia 1 s 

■"^ ■ - ' ■ • 


>. Date 
Out * ./in 


















T '■ '■ , 

■ a - 

















OPERATING THE SySTEM 

qk*Out/Check*la Procedures 



The projected '^i^e of the materials in the 
system will determme the type of operating pro- 
cedures established.^ When materials are not to be 
used outside tt^fe.CIS'locatian, check-out/checK-in 
procedures mgiy not bje^ necessary. However, if . 
students or others will be allowed to use materials' 
outside thejCIS area or for a prolonged period of 



Thisjype of form can be maintained in a card 
V file, spiral jiptebpok, or other binder. When the 
-■ m3terial is returned, the form should be properly 
marked. This responsibility can^ be assigned to 
student assistants. 

A return area should be established and, cleaM 
marked to reduce the. possibility of miatelrials^b^ 
ing misplaced after they have been returned. This 
return area can be a wire basket or cardboard box, 
conspicuously placed'on top of the file or on a 
desk or table. 

Refiling Procedures 

Materials should not be kept out of the system 
for an extended lengtt?' of time. Refiling^ of 
- materials should* occur as soon as possiblei^This 
activity many be performed by the users of the 
v materials or by assigned personnel. 

A refijing schedule should be established, 
determining whether mc^terials are replaced im- 
mediately after use, at the^end of a period, or at 



the end of a day. This schedule can be modified as 
the usage pattern of the Cl^changes. 

Checking for Misfiled or Lost Materials 

Occasionally, materials in the filing and index- 
ing system may be misfiled or lost. To insure that 
, materials are filed in the correct divisions of the 
WTG , Vertical- File, a periodic check should be 
made by scanning the Area — WTG numbers writ- 
ten ori the materials. This procedure might be con- y 
ducted weekly or monthly, depending on how fre- ./v 
quently the file is used.' r. 

To determine whether "any materials are miss- 
ing from the system, each division of the WTG 
Vertical File can be checked against the cor- 
responding entries and tally marks in the File Con- 
tent Notebook. A check lor missing materials 
should be done annually or semi-annually, again 
depending on the frequency with which the 
materials are used. 

- ( 

"1 , " ■ 
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EXPANl5lNG THE SYSTEM 



The career information resources that are used 
to expand the Career information System are 
divided into two distinct types: 



Media Resources 



■ ■ ) , . 

Experience Resources- 



audiovisual materials 
^ bound materials 
omnibus materials 

resource pefsons 

field trip^ - ■ 

simulation experiences 

work experience's 
->^VClassroom experiences 
r:« \career clubs 



Media resources include mat^als which can-^ 
not be filed such as Dooks and audiovisual: 
mliterials and all types or omnibus materials > 
which can be physically placed into the system. 
These resources are^processed into the Fjle Con- 
tent Notebool< and the Alphabetical "Card File. 

Standard references, such as the Occupational 
Outioolc Handboolc (60H) and the Encyclopedia of 
Careers (EOC), are part of the basic system and 
have already been processed. Other references 
similar to the OOH may be entered into the 
system. These references should be processed in-^ 
to the Alphabetical Card File and the Worlcer Trait 
Group Index to Occupational Information. The oc- 
cupations included in the reference should be 
listed by Worker Trait Groups. The occupations' 
DOT Main, Title, nine-digit code, and the ^ge 
number of the* reference or other source of loen- 
tificatlon to the specific location in the resoLjrce 
should be recorded. Use the format pf the Worker 
Trait Group Index to Occupational Information as 
a guide to. set up indexes to references similar to 
the OOH. 

Experience resources include a variety of ac- 
tivities that are occupational ly oriented. These a?e 
intangible, but can be processed into the system 
by indexing and entering them in the Worker Trait 
Group Index to Occupational Information and the 
Alphabetical Card File. 

Any resource or activity, that is specific to an oc- 
cupation or related to a particular Career Area or 
Worker Tfa it Group can be used in expanding the 
system. The expansion of the WTG filing and in- 
dexing^ system is customized for each school. 
This expansion is directed by two criteria: (1) the 
kinds of career information resources which are 
available, aricf (2) the type of access desired. This 

ERIC 



phase of development will involve the same^^f'p 
general physical qpmpdnents and processing profy^^^^^^ 



cedures as those used to set up the basic systeniy^r\ 



However, some modification of these com 
ponents. and procedures is necessary, due to the^; 
diverse nature of the resources being incor-: 
porated. ^6 

The three procedures used to expand the basfc 
system are: ' , ' 

■ ■ ^ ' ■ - i ■ ■ . ' Q ■ 

• Preparing supplementary physiCal^Gomponents 

• Processing media resources 

• Processing experience resources 

''^ • ■. ^ .. .. • ■ 

Preparing Supplementary*Rhysical 
Components 

^ ■ 

The supplementary physical components are^ 
prepared by adding a section to the Worker Trait 
Group lnde)(^o Occupational Information or File 
Content Notebook and by acquiring the necessary 
storage equipment, such as bookshelves, audio- 
visual racks or cabinets, and filing boxes. 

The Supplementary-Section of the File Content 
Notebook is used to record the media resources 
processed into the sy&tem. The supplementary 
storage cohnponent^ are used to store materials 
"such as books', films, filmstrips, and cassettes. 
Additional sections are added to the Worker Trait 
Group Index^o Occupational Information for 
categories such as Experience Resources or for^ 
additional standard references such as VNai.lnfor- . 
mation for Education and Work (VIEW). ' « 

The following are instructions for -^preparing 
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physical components for all types of media 
resources. Jhese Instructions; are to be used only 
to Hhe extent needed to process Available re- 
sources. 



File Content Notebook: Supplementiary Section ^ 

The Supplementary Section of the File Content 
Noteboolc has two divisions — AUDIOVISUAL (Av) 
and BOUNDS (Bd). These divisions are used tp 
record both single-job and ohnnibus materials. 

Each division has printed forms! for recording 
the media resources to indicate their storage loca- 
tiorTT^I occupations described in thqse materials 
are indexed to Career Areas —j Worker Trait*"- 
Groups and entered on the appropriate notebook 
form. ! j 



Materjals needed "for the Supplementary Sfec- 
tion are: . ; >. 

• Supplemental file forms . r 

• File Contef)t>lotebook 

• 2 colored tab ngtebogk dividers ' 



Prepare, the Supplementary Section in the 
following manner: . 

1. FilJ in a printed Supplementary Section form 
for the BOUND (Bd) division, placing the.title 
and abbreviation of the division on the top.ltrie: 



DIVISION TITLE /CODE 



Supplemaniary 
Code 

^ 


/'TITLE OF MATERIAL * ■ ' ■ ■ 

'• 


Location 


t s ■ 

AREA-WTG NUMBER(SV 




— ^ — -■ 















For yhe AUDIOVISUAL (Av) division, prepare on- 
ly as many printed f Siffpplementary Sectiori^ 
forms as there are different types of auditff' 
visual materials to be processed. Because 
audipvisuals are packaged differently ,^,th€V are 



.kept separate in storage. The following list of 
suggested titles and abbreviations for different 
typ^s of audiovisual *materiafs may be used as 
a gyide. ^ 



AUDI0VISUAL/C3ssette - ' 
AUDIOVISUAUFilnrf' > ^ 
AUDIOVISUAL/Filmstrjpv, 
AUDIOVISUAL/Filmloop. : 
AUDIOVISUAL/Record \ 
AUDIOVISUAL/Tapes ' 
AUDIOVISUALA/ideotape Redording 



Av/C 

Av/F 

Av/Fs 

Ava/FI 

Av/R 

Av/T 

Av/VTR 



A Supplementary section form follows for 
AUDIOVISUAL/Cassette (AV/C): 



AuJMfV'iuud/ CcuuutbL (Avjc) 

DIVISION TITLE /CODE 



Supplementary. 
Code 


r 

T1TL£ OF MATERIAL . 


Location 


AREA-WTG NUMBER(S) 

, ^ ^ — 
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3. Qn the Supplementary Section dividers, list the 
, abbreviations for Avs a'nd Bds and their titles in 

-full, ''L ^ • 

4, Place the Supplementary'Section dividers and 
forms in the Flle ContentNotebook, beginning:, 

- after the last Worker Trait Group, 

Storage Components: Supplementary Shelve?, 
Cabinets, and Filing Drawers: 

The .materials used to expand the -System can- 
not be physically filed or have'a range o| occupa- 
tions belonging to different Worker Trait Groups. 
For these reasons^ it is necessary to complement 
ihe Vertical File with shelves, cabinets, and filing 
^boxes. Shelv^ are used to store rriaterials which 
'cannot be *:tilecr such as books. Cabinets or racl^s 
are used for stbring :the more fragile audibvisual 
materials. Filing bpxes are'-used to^^store some " 
types of omnibusAjnbound materials' that do not 
'specifically relate to a Career Area or Worker Trait 
Group. ^ ' ^ 

The choice of storage components is another 
way in which the system is customized to ;fit in- 
dividual needs or constraints. Some points to be 
considered in' making this choice are: v 

• what types of additionarmaterials.are to be pro- 
•cessed? . . ' 

• what stora^ge equipment is already available? 

• • what space problems exist? 

If possible, the supplementary storage com- 
. pon'ents should be placed in the same general 
area as the Vertical File. 

Processing Media Resources 

The four procedures used to install. the basic, 
system — coding, recording, cataloging, and fil- 
ing — are also useU to process the media 
resources. These procedures are modified for 
each type of media resources. The major dif- 
ferences are in (1) marking the materials, (2) 



Single-Job Bound Materials 

Books and other . bound references about a 
si^i^gle job are processed Into the WTG filing and 
Jndexing system by coding, cataloging, and recor- 
ding the DOT Main Title, The appropriate coding 
information is marked oh the inside front cover. 
Jhey are as'Signed a supplementary' c^de and arjp. 
recorded in the ''BOUND" division of the File Con- 
tent tsibtebook. the assigned supplajnerttary code 
is marked oh a small self-adhesive label and affix- 
ed to the spine of the material. Single^ibb boi 
materials, are stored on shelves .by their Sup- 
plementary codes, : , 

The following are used in processfng-^ngle-job 

bound materials. f 

• • . .\ . • " • '.'■.■> 

• *Supp!ement to-the Dicti of OccupatTonal. 

■ Titles^- ■ ' " ■ 

• File Contejrrt Notebook 



• Alphabetical Card File * 

• * Bookshelves 

• *Spine labels (self-adhesive) 




a. Coding Single-Job Bound Materials. Before 
coding a book, the occupation it describes 
must be identified. Sometimes this is evident 
"tn the title of the book, e.g., So you Want To Be 
An Accountant? After identifying the occupa- 
tional title, proceed with coding. To' code 
single-job bound materials, follow these steps: 

• Identify the DOT Main Title. ; ^ 

• Identify the nine-digit DOT code. 

• Identify the Area — WTG number to which the 
DOT Main Title belongs. 

Write this information on the inside front cover 
assigning supplementary codes, and (3) storin^^.-.--^ the bound mate^al, as shown in the followm 
thematerials. lustration: 



DOT Code 



Area — WTG Number 



DOT fV^ain Title 
Alternate Title - 



ACCOUNTANT 



(Office Manager) 



160.167-010 



11.06 
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b. Recording Single^Job Bound Materials. Single-y*^ 
job bound materials are record^d by assigning 
them supplementary cbde$: and entering ^the 
code, title, locatienr; arid WTG number in the 
mairt and supplementary sections of- the File > 
Content Notebook. . ^ ^ 

To assign'" the supplerrientary. code, open the 
File Content Notebook to the "BOUNt) (Bd)*' divh 



sion. If there are no entries' on the form, the sup- ' 
plementary gode is **Bd 1," indicating that this is . 
Vthe first piece of •"BQUND" material processe.d. 
OJher supplementary -codes are assigned in^^ev^ 
quence, as Bd^2/Bd'^3, Bd 4. 

After assigning the' supplementary code, enter 
the followmg infprn^ation in the approprTate.col-, 
umns on the ''BOUND (Bd)'' form as iflustrated: 



\* DIVISION T-ITLE / COD^^ 



supplementary 
' Code 


[— ' . •.. , : ■■ ■ \ r-f.. 

TITLE OF MATERIAL ' ' " . - - . 


Location - 


■ AREA'-WTG NUMBER(S) ' ■ 
















„ . ■ , . 'X 











Column 1: Sufjplementary code — abbreviation Column 4: Area — WTG — number of the Area — 



\ of the division title. and an identifying, 
number, e.g., Bd1, Bd 2, Bd 3. 



Column 2: Title of Material: 

, front cover. 



title appearing on 



Cplumn 3: Location where the material is 
stored, such as on a shell,: , 



Worker Trait Group for the occupation 
described, ^ 

The assigned supplementary code is written on 
the inside front cover, and on a spine label affixed 
to the material as shown in the following illustra- 
tion. V 



Supplementary Code 



Bd 1. 

ACCOUNTANT 160.167-010 
* (Office Manager) 



11.06 







Bd. 




1 
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Complete the recording procedure by making 
an entry for the 'occupational title on the ap- 
propriate Area — WTG form in the File Content 
Notebook. U^e the following lliustration as a 
guide. ^ * 



a. Entdr the supple- 
mentary qode in 
Column 3 {leaving 

. spaco for adcJl- 
tional codes). 



DOT AREA TITLE 



b^rlte .the DOT 
'^aln Title In Col- 
umn 4. 




TITLE 



AREA-WTG NUMBER/ 



Vertical 

FII6 

• Pieces 


Alternats 
File 
Code 


sLipplementary 
- Code ' 


/ DOT MAIN TITLE 


Dot Code 






























4^ 













c. Record the DOT 
. code In Column 5. 



c. Cataloging Single-Job Bound Materials. The 

cataloging procedure for single-iob bound 
materials is tJdup same as that for single-job un- 
bound nnateriais described on pages 13-14, 
Follow these instructions to fillput entry cards 



for DOT MSiin Titles or Alternate Titles. 
However, when filling out the DOT Main Title 
card, enter the supplementary code In the prop- 
er blank, ai^ shown in the following illustration. 



Add Supplementary Code 
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AREA-WTG# 



pOT MAIN TITLE " 

DOT CODE; Hol'^ OlO ALTERNATE FILjE CODE: : 

wrr; fii f 00H:__ ^ EOC: 

SUPPLEMENTARY CODES: 



REFERENCES: 



EXPERIENCE RESOURCES: 



t 



Only one entry card is made an^ placed in the 
Alphabetical Card File for any DGrT IVIain Title or 
Alternate title/ ; ^ ; 



1 

I ••• 

s ■ 



Storing Single-Job Bpund Materials. Single-job 
bbuncJ materials are stored on iDookslielves, 
Materials a/e shelved in order of their sup- 
plementary codes, such as Bd T, Bd 2t and Bd 3. 

Single-Job Audioyisual Materials 

Audiovisual materials about a single job are 
packaged in many forms, including cassettes, 
films, and filmstrips. Single-job audiovisual 
miaterials are processed into the system by 
coding, recording, and cataloging . the, occupa- 
tional title described in each. Thes6 materials are 
assigned a supplismentary code, beginning m\h 
, Av, and are recorded in the ''AUDIOVISUAL" divi- 
sion of the File Content Notebook. All coding in- 
• formiatlbn is marked on a self-adhesive label and 
affixed to the material. A smaller label may be 
used to mark the audiovisual container with the 
supplementary code. 

Each of the different forms of ^Audiovisual 
miaterials is usually stored separately. These 
materials can be stored in audiovisual cabinets; 
racks, or on shelves by the supplementary codes: 

The follov\/ing'items are used to process single- 
job audiovisual materials: 

• ^Supplement to the Dictionary of pccUpational 
Titles 



• File Content Notebook V 

Alphabetical Card Fil^ 
*Audiovisual cafeinets or racks 

• *Self-adhesive,labers (2" J<: 4':) 

• *Spine labels (setf-adh^sive) 



a. Coding Single-Job . Audjbvisual Materials. It 

rhay be necessary to previev\/ the aud|jovisual 
material to ascertain the occupational title It 
describes. After identifying the (ji^cupatlonal ti- 
tle, p^ceed with fodin^. T<^ code single-job 
%)jidiovisual materials, fpllow . these steps: ; 



• Identify the DOT Main Jit/e. 

• Identify the nine-dig^TboT code.. , / 

• Identify the number of thev.Area — WTG to 
w,hich the DOT Main Title belongs. 

- .-^ ' • ; : : " ■ : ^ 
Write the coding^formation on a self-adhesive 
label as shown in the following example. 




DOT Mam Title 



Alternate Title 



b. Recording Single- Job Audiovisual Materials. 

Single-job audioyisual materials are recofded 
by assigning supplementary codes, and mak- 
ing entries in the main and supplementary sec- 
tions of the File Content Notebook. 

To assign this supplementary code, open the 
File Content Notebook to the "AUDIOVISUAL 
(Av)**;: division. This division Has one or more 
printed forms, depending on the different types of 
audiovisual materials processed. 



Area — WTG Number 



DOT Code 



Turn to the appropriate supplementary form, 
such as "AUDlQVlSUAL/Cassette (AV/C)." If there 
'are no entries on this form, the supplementary 
code is Av/CI, indicating that the, audiovisual 
maferial is in cassette form and is the first 
cassette processed into the system. Other sup- 
plementary codes are assigned in sequence as 
Av?C2, 'AV/C3, and AV/C4. Apply this sequence to 
all other types of audiovisual material is. The 
following is a list of suggested code abbrevia- 
tior^s: _ , •. - ; : 
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AUDIOVlSUAUCassette ' 

AUDIOVISUAL/Film 

AUDIOVlSUAUFilmstrip 

AUDIOVISUAUFilmloop ^ 

AUDIOVISUAURecbrd 

AUDIOVISUAL/Tape 

AUDIOVISUAL/Videotape Recording 



Av/C 
Av/F 

:av/fs' 

Av/FI 
Av/R 
Av/T 
Av/VTR 
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After assigning the supplementary code, enter form (or other "AUDIOVISUAL" form) as II 
the following Infornfiatlon In the appropriate col- lustrated: 
umns of the "AUDIOVISUAL/Cassette (Av/C)" , . 





' AadccvuuaJL /C/u^Od. (AV/c) 






DIVISION TITLE / CODE 








Supplementary 
Code 


TITLE OF MATERIAL 


Location 


AREA-WTG NUMBER<S) 






/IV/Gi 




AVGibinct 


O9.02. 






















: ■.. 







Column l/Sup^mentary Coc^e — abbreviation 
of division title, type of packaging, and 
identifying number, e,g., Av/CI, Av/C2, 
Av/C3. ^ 

Column 2. Title of Material — title as it appears 
On the material - . > 

Column 3. Location — where the material Is 
stored, such as AUDIOVISUAL (Av) 
" cabinet. 



Suppiementary Code 



Column 4. Area ^rfjWTG — number of the — 
Wprker'Trait Group for the occupation 
described. 

Write the assigned supplementary code on the 
top of the self-adhesive label. A smaller self- 
adhesive label may be made for this cbde and at- 
tached to the material for storage purposes. 
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Complete the recording, procedure by making 
an entry for the occupational title on the appro- 
priate Area WTG form in the File Content 
Notebook. Use the folloyy.ing illustration as a 

'.guide.- • • . ■ ■ .-. ■ ■ 



a. Enter the supple- 
V mentary code In 

^ Column s (leaving 
space for addi- 
llonal codes). 



b.Wrrte the DOT 
Main Title in Col- 
umn 4. 




WORKER TRAIT.GROUP TITLE 



Vertical 

File 
Pieces 


Alternate 
:Flle 
dode 


Supplementary 
V Code 


y DOT MAIN TITLE 


Dot Code 










33Z.21I-0I0 








-. ^_!r ^ 
















f . 


- ; > 







c: Cataloging Single- Job Audiovisual Materials. 

The cataloging procedure for single-job 
audiovisual materials isjthe same as for single- 
job unbound material, described <vr pages 



c. Record the DOT 
code in Column 5. 

13-14. Follow these instructions to filLpiitentiy 
cards for DpT Main Titles and Alternate titles- 
However, When filling out the DOT Main Title 
card, enter the supplementary code In the propV 
er blank as shown in the following example. 



Add Supplementary Code 




id 

ERIC 




09. OZ 

AREAWTG* 



DOT MAIN TITLE 



DOT CODE: 332. Zli-OlO ALTERNATE FILE C0DE:___ 
WTG FILE OQH: ' - ■ EOC: 



SUPPLEMENTARY CODES: 



: AV/ci 



REFERENCES: 



EXPERIENCE RESOURCES: 



Only, one entry card i3 niade anct placed in the 
Alphabetical Card File for any DOT IVIain Titl\e or 
Alternate Title. 
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d. Storing Single*Job Audiovisual Materials. 

Single-job audiovisual materials;can Be stored 
In cabinets or racks. Materjals are usually 
stored according to-iheir packaging. For exam- 
ple^ all cassettes can be kept in one cabinet, In 
order of their supplementary codes: ^v/CI, 
AV/C2, AV/C3. 

Omnibus Materials 

Omnibus maiterlals contain descriptions of 
more than one occupation. These materials come 
In^ many forms, such as briefs, books, and 
audiovisual^" Some omnibus materials describe 
sever'al specific occupations while others 
describe, in general terms, a field of work or in- 
dustry- Thus, omnibus materials present a special 
organizational prpbleni: Some of them may be 
directly linked to one of the twelve Career Areas. 
Others may be so general in nature that they en- 
compass several Career Areas at once. 

Omnibus materials can be processed into the 
system. However; it is strongly advised that all 
omnibus materials be reviewed to determine their 
usability and value. Only those omnibus materials 
containing adequate and specific information 
about occupations or a pareer Area as a whole 
should ;be processed. Omnibus materials with 
overly" general or limited information about 
specific occupations should be placed in a 
. separate file or browsing area. Some generalized, ; 
omnibus materials, such as briefs and pamphlets, 
can be usedjn bulletin board dlsplays.^The follow- 
ing procedufes describe hpw to process omnibus 
unbound, bound, and audiovisual materials. 

Omnibus Unbound Materials. Determine the 
Career Area code for the material. If it cannot be 
determined from the title, locate s6me of the 
described occupations in the Alphabetical Index 
of the supplement to the Dictionary of Occupa- 
: tlonal Titles. Record the Career Area code on the 
material .and file the material behind the Career 
Area divider in the Vertical File. Write the title of 
the material on a sheet of notebook paper to be 
kept behind the Career Area divider Jn t+r^-^ile 
Content Notebook. Be sure to write/'Vertical File'/ 
after each title to indicate location. Other tHfan 
this sheet, no additional processing into the 
system is necessary. * ^ . 

Omnfbus- -Bound Materia|s.-^-R)l!bw--the- 
preceding procedures' to ;deterrfiine the ^^^^^C 
Area code. Record the code on a spine label and 
. attach it to the material, pmnibus bound material^ 
should be-^plaeed on a sftl^^^^^^^^^^ order by 

their Career Area coides^^^^A/ rite the title and loc^ 



tion of the material on a sheet of notebook paper 
to be kept behind the Career Area divider in the 
File Content Notebook. / " 

Omnibus Audiovisual Materials, identify the 
Career Arfea code for the material by following the 
preceding procedures. Write this code on a^small 
label and attach it to the material. Omnibus 
audiovisuals should be stored in an audiovisual 
cabinet and kept in order by their Career Area 
codes. Write thB title and location of the material 
on a sheet of notebook paper to be kept behind 
the Career Area divider in the File Content 
Notebook. - 



PROCESSING EXPERIENCE RE$OURCES 

Experience resources such as work exper- 
ierices, career clubs, and resource people are pro- 
cessed into the system by indexir^. Each occupa- 
tional title representing the resource is coded to 
the appropriate Worker Trait Group. References to 
these, resources^ are kept in the "Experience 
Resources" section of the Worker Trait Group In- 
dex to Occupational Information. Students will 
locate these resources through. the individual in 
charge of ttie school's career information 
resources or the person who is responsible for 
scheduling these activities. ^ 

The procedures, for processing experience, 
resources include: coding, recording, and catalog- 
ing. \ . : 
Coding Experience Resources , 

Before initiating the coding procedure for a par- 
ticular type of experience resource, prepare a 
worksheet listtng all occupational titles and their 
sources. After making this worksheet, proceed 
with coding, Jollovying these steps: 

• Identify the DOT Main Title. 

' ■ ■ . ' *" ' ■ . . ' - 

• Identify the nine-digit DOT code. - 

. ■ - ■* ' '. - . 7 . . 

• Identify ttie number of the Area — WTG to 
whiph the DOT Main Title belongs. 

The following Jllustration shows a sample 
-worksheet-whicb.AContains all the coded informa- 
tion for community resource people: Since this Is 
a list of people resources, students- should not 
have direct access to it, but should go through the 
person responsUDle for coordinating contacts and 
scheduling. 



.SAMPLE WORKSHEET. 



Resource Persons Worksheet 



OccMpational Tltlis V :^ ^ Dot Code" 
Phdtographep, Still' % '14ai;Q62-030 



iJPiora! Qesigner 
Display Designer 



142.081-010 



142.051-010 



.AreaAVTG 

01.02 



01.02 



01.02 



Source 

Earl White 
White's Photos 
City 11 1-01 01 

John Shdeed 
City Floral Co: 
City 100-1111 

Sara Boast 
Peeks Mercantile 
City 110-1110 



Recording Experience Resources 

Experience resources are recorded in the "Ex- 
perience Resources" section of the Worker Trait 
Group index to Occupational Information. The 

'^Experience R^sources'Vdivider and forms to be 



recorded and Inserted in the Workc^ Trdit Group 
Inidex to Occupational Information are not pro- 
vide(Ti>T and code sug- 

gestidnfi can\be used as guidelines to help the 
person4p cha^ of (career resources design the 
forms. ^ 



■SAMPLE FORM 



Ol.OZ 



AREA - WTG NUMBER 





WORKER TRAIT GROUP TITLE 



DOT MAIN TITLE 


EXPERIENCE 
CODE 


, DOT CODE 




RP,W/E,FT 






WE.RP 


I42.0SI-OIO 






l43.06,Z-030 



CODE SUGGESTIONS 

Work Experience WE 

Resource Person RP 

Career Club - GC 

f^ieldTrip 'FT 



EKLC 



On the ^'Experience Resources" divider, record 
the code definitions that are selected to be used. 

Catalbgihg Experience Resources ' 

to catalog, experience resources, follow the 
procedures listed oh pages 13-14 to fill out entry 



cards for DOT Main titles or Alternate Titles. 
'However, modify these procedures by entering 
the code in the blank for Experience Resources. 
Complete the procedure by pfacing the card in the 
Alphabetical Card File. 
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MAINTAINING THE SYSTEM 



the effort needed tt> maintain the WTG filing 
and Indexing system "ban be reduced if main- 
tenance procedures are estaibMshed. The follow- 
ing are suggestions. 

>meding" Outdated Material \ 

Ttme should be set aside periodipally d^uring th4 
school year to check the system for outdated 
materials and determine what should be dis- 
cardfed and replaced. v 

For outdated materials, the standard rule is to 
discard those materials which are five years old or 
older. Some materials may be out-of-date sooner, 
or may have'relevance for a longer period than five 
years: Therefore, use discretion in applying this 
rule. Major reference resources (such as the DOT, 
OOHj or EOe), books and audiovisual rhaterials, or 
"one-of-a kind" materials should be kept until 
suitable replacements are obtained. When 
materials over five years^old are retained, mark 
their covers with the statement: "CAUTION — 
MAY CONTAIN OUT-OF-DATE INFORMATION." 
System users should be informed that specific in- 
formation contained in these, materials such, a3 • 
salaries and job outlook, should be viewed 
critically, ' 

Outdated materials can be identified by publica- 
tion or copyright dates and marked or pulled from 
the system. Materials shoiHd be checked to deter- 
mine what is to- be discarqed and reordered. If 
materials are discarded witHQutyref^lacements,^ . 
■ amend the tally entry for the oc&Opational title in 
thi^ File Content Notebook and change the infor- 
mation on the Afphabeiical Card File. ■ 

This "Weeding!' may not be necessary for cer- . 
tain materials, such as commercially published 
briefs, when a subscription service has been ac- 
quired. A commercial subscrjption^^^ery 
replaces briefs periodically to keep them- upSto* 
date.-'" ' . . "■V... 

Any materials which are discarded may be 
displayed for students to take. These materials 
should be clearly stamped ''DISCARD.*' 

Experience Resources 

: When experience resources, such as a resource 
person, are no longer available, they should be 
removed from the list kept by the person^n charge 
of career information resources. The occupational 

, titie should be removed from the resource form in' 
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the Worker Trait Group Index to Occulpational In- 
fornriation if this was the only person related to the 
occupation. In addition, the entry in the Alpha- 
betical Card File should be changed. The ek- 
periehce resources should be evaluated. Those 
which are inappropriate or to which students do o / 
not relate well should be eliminated from the . 
system. As part^of this evaluation, students who \ 
U9ed the resources should be debriefed. 

) Acquiring i^eplacement Miiateriais 

Replacement materials can be acquired 
through comnriercial subscription services or by. 
checking with the publisher to see'if the material 
has been revised. Discarded materials may be 
replaced with publications from other sources 
which cover the same occupational title. 

Free materials for updating the system may be 
obtsyned from such sources as government agen- 
cies and professional ^organizations.' The 
Educator's Quide to ,Free. Guidance. Materials 
(Educator's. Progress Service, Randolph, Wiscon- 
sin) as well as many other bibliographies index 
free materials. Use caution to select- free 
materials, as ttiey may represent biased concepts 
' or recruitment literature. 

Listings of current career Information 
resources, including free materials, are also con- -i 
tained in such publications as the Personnel and 
Guidance Journal (American Personnel and 
Guidance Association, Washington, D,C.), the 
Careers Index (Chronicle Guidance Publications, 
Moravia, New York), and the Vertical File Index 
(H.W.Wilson, Bronx, New York). • 

Processing Replacement Materials 

Replacement mate/ials should be processed as 
soon as they are received, or at short periodic in- 
tervals, to prevent /them frorri accumulating into 
quantities requiring |i .great deal of processing 
time. To process single-job materials, copy the 
coding information from the out-of-date material, 
onto the replacement material and file it. isip 
changes in the l^e Content Notebook or 
Alphabetical Card File are necessary unless the 
outdated material has been discarded prior to 
receiving the new material. 

Follow the procedures used to expand the 
system to process other types of replacement . 
resources, such as omnibus briefs. 
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ADAPTATION PROCEDURES 



Occupational information filing system's^ such 
as Bqpnett,.SRA, Chronicle, and Careers, as well 
as "homemade'' ones, vary in structure. Materials 
in these systems are. usually organized 
alphabetically^ by broad areas of work, DOT 
codes, or*by some. variation of the DOT classifica- 
tion structure. In some instances, the Dewey 
decimal library classification" is used. These 
systems have value for specific types of use. 
However, they do hot provide for exploration of 
occupational groiJps based upon the perspn- 
worker dimension, as does the Worker Trait Group 
structure of the Career Information System- 
Established systems can be easily adapted to 
the Worker Trait Group structure without disrup- 
ting their physical unity. The adaptation can pro- 
vicJe the . t^asic utility and purposes of" both 
systems. . i*- . 

To adapt other systems to the Worker Trait; 
Group structure,, materials are coded,, recorded, 
and.cataloged as described in previous sections. 
However, materials^e filed by the existing filing 
systems rather than by Worker Trait Groups. . 
\ The procedures for adapting the Career Infor- 
:mation System to another system are divided into 
tw6 segments. The first segment contains pro- 
cedures for developing a basic adapted systein, 
designed for processing single-job unbound 
materials. The second segment contains pro- 
cedures for expanding this basic adapted system 
to encompass bound, audiovisual,, and. omnibus 
materials. ' . 

installing the Basic Adapted System 

Adapting an existing vertical filing system to^ 
the Worker Trait Group structure is similar to in- 
stalling the basic system. The major difference is 
the use of an alternate file code to identify the 
location of single-job unbound materials*" within 
the structure of the existing system. All the filing 
;*and inde5<ing materials of the Career Information 
System are used The materials lare still coded and 
indexedi by .Worker Trait -Groups. 'However, , they 
are alisb given an alternate file code which iden- 
tifies the location of the occupatiorial resource in 
the other filing system. This alternate file code ' 
can be gn abbreviation af the existing system's ^ 
nam'e combined with a file division number, or 
simply the number under which the material is 
filed. For example, the alternate file code for 
nrvfttQrHals,in division. "OOr '..of the Chronicle filing 
system could be l^Chr. 001 " or just ''OOI Users of 
the established filing system, such as Chronicle, 
should already be informed of the filing structure 
and where to tocatfe materials, • ; . 



Preparing Physical Components for an Adapted 
System > 

The physical components ot the basic adapted 
system consist of the File Content Notebook and 
ttie Alphabetical Card File. Materials filed in ah ex- 
isting system can remain in their jDresent. storage 
component. ^ 

File Content Notebook. The File Content 
Notebook is developed following the instructions 
ofi page 9. The notebook is used to index all DOT 
Main Titles in the existing system to Career Areas 
— Worker Trait Groups. The second column of the 
.notebook^form is used to record the alternate file 
code. 

Alphabetical Card File. To develop this compo- 
nent, follow the instructions on page 10. The- 
Alphabetical Gard;File provides an alphabetical in^ . 
dexi for aM oceupational titles in the existing . 
syBtem.-The DOT Main Title entry cards contain: a 
bidmk for filling in the appropnatetalterhate file 
cooe . -x. 

Processing M»erial for an Adapted System 

liyiaterials filid within a,n existing system are 
prci^eSsed by jusing approximately the same pro- 
ceoiK^ de^ribed in ^'Installing the < Basic 
SysterTTT-pl^ges 9-14. Each section or division of 
the existing file is processed sepa>ately, usin^the 
following defined procedures. 

1. Coding — identifying the Area — WTG to 
which an occupational title belongs and. mark- 
ing the matisrials with coding information. 

2. Recording — making an entry for the occupa- 
tional title on the Area — WTG form in the File 
Content Notebook. 

3. Cataloging — filling out the DOT Main.Title en- 
try cards and/or Alternate Title cards, as 
necessary, and placing them in the Alpha- 
betical Card File. ' ' 

4. Filing — returning the materials to the sec- 
tions or divisions of the existing filing system. 

Materials in the first section or division of the 
existing sysfem are processed through all four 
procedures before proceeding tp the second sec- 
tion or division. Process the materials according 
to the directions given for installing the basic 
system and to the following modifications. 

Coding. Coding single-job materials filed in an 
existing/system involves no modification in the 
basfc system's procedure. The only variation is 



the order in which materials are processed: 
materials Iri the existing system are coded section 
by section. 

Recording. To record singl^ob materials filed 
in an existing systeni, make entries for the DOT 
Main Titles in the File Content Notebook. Like thd 



coding procedure, this is done for one section or 
division of the file at a time. After following the 
basic system's directions, enter the alternate file 
code in the second column of the notebook form, 
as shown'in the following example. 



. DOT AREA TITLE 



os.o/ 



AREA-WTG NUMBER 



En 




»WOftKER TRAIT GROUP TITLE 

5 - 



Vertical 

File 
Pieces: 



Alternate 
File 
Code 



Supplementary 
Code 



DOT MAiN TITLE 



Dot Code 



A/bchctlct: 



OQlCXoLOlO 



Cataloging. To catalog single-job unbound 
materials filed in an existing system, fill out entry 
cards for each new DOT Main Title and for any 
new Alternate Titles contained in each file section 



or division. After following the t>aisic system's 
direction, enter Jhe alternate file code in the ap- 
propriate blank ton the DOT Main Title entry card, 
as shown in the following example. 



0 5. 01 

AREA.WTG# 



DOT MAIN TITLE 



DOT CODE: QPi* Qtpi^ 010 ALTERNATE FILE CODE: 

WTG FILF OGH: ■ ' ' ■'■ -. 

SUPPLEMENTARY CODES: . 



Chr 



dol 



EGG: 



REFERENCES: 



EXPERIENCE RESOURCES: 



Filing. After the materials within each section 
or division of ah existing file have been coded, 
recorded, and cataloged, refile them into their 
original section or division. If the original system 
uses an alphabetical arrangement, materials 
should be. alphabetized, by thejr DOT Main Title. 

ERIC ^ 



Expanding the Ad pated System 

Most occupation^information filing systems 
have single-job briefs or pamphlets filed i^n la ver- 
tical file. However, some systems include audio- 
visual and omnibus materials and books. If these 
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resources are organized into some type of system, 
they must be processed using the adapting pro- 
cedures- Unorganized materials are processed'us- 
ing the procedures described in the section, *VEx- 
panding the System," pages 16-25. Expanding the 
adapted system involves the same processing 
procedures, the File Content Notebook, the 
Alphabetical Card File, and the alternate fije code 
used to install the basic adapted system. 
However, some modifications to the processing 
procedures and to^the File Content Notebook are 
necessary/^ 

Preparing Adapted Physical Components 

The physical components of the expanded 
basic adapted system are the same as those for 
the-'expanded basic system. A supplenientary sec- . 
tion is developed for the File Content Notebook in 
which to record bound and audiovisual materials 
as instructed page'17. The entry cards of the 
Alphabetical Card File contain a space for the 
supplementary code to be recorded. 

Processing Media Resources Into An Adapted 
System 

^ Media resources, organized by an existmg 
system are processed by using four procedures: 
coding, recording, cataloging, ar»d-+ttin Process 
the following media resources into "the expanded 
adapted system according to the directions given 
for exp^tfiding the basic system and these 
modifications. 



• Single-Job Bouhd 
materials 

• Single-Job Audio- 
visual materials 

• Omnibus Unbound 
materials 



• Omnibus Bound 
materials 

• Omnibus Audiovisual 
materials 

. • . <f■ 
•• ■ • : ^ ;. . :r • • • 



Coding. Follow tKe directions given for expan- 
ding the basic system to code these resources. 
No modification of the coding procedure is 
necessary. 

Recording. Follow the instructions given for ex- 
panding the basic system to record* these 
resources, but do hot assign them a supplemen- 
tary code. Instead, use the alternate .file code 
which is already assigned to the materials, such 
as Dewey decimal numbers. (Dewey decimal 
numbers may be confused, with DOT codes, as 
they both start with three digits and a decimal 
point. It is necessary to stress to the users of the 
system that DOT codes are recorded only in the 
column marked "DOT CODE.") 

Record the alternate file code in the File Con- 
tent Notebook in the supplementary code column 
on both the notebook form ^and the division form. 
For example, the book So You Want To Be A 
Nurse has the Dewey decimal classification 
610.7306/N. This alternate file, codej* recorded in 
the supplementary code columns on both forms 
as shown in the following examples: . 



DOT AREA HTLE ' - 



/0:6Z 



AREA-WTG NUMBER 




- /WORKER TRAIT GROlfr/lTLE 



Vertical 

Fllo 
,Pkecos 


Attern^to 
Fil^ 
Coqe 


Supplomontary; 
' Codo 


■ DOT MAIN TITLE 


Dot Codo 




■\ 






075-3'?V*6M 


















— .-^-^-^.-^-^ 





DIVISION TITLE /CODE 



ERIC 



Supplemontary 
-Codo 

i 


TITLE OF- MATERIAL 


Local Ion 


AREA-WTG MUMBER(S) 


uoMo(o 






/aoz 




















— — 
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Cataloging. Follow the instructions given for » 
expanding the ^.b^^ 

resources. However, when filiing out the DOT 
Main Title entry card, enter the alternate file code 
assigned to the resource in the supplenientary 
code blank, as shown in the following example. 
This should not t)e confused with the alternate file 
code blank. 




I0O2L 



AREA-WTG# 



DOT MAIN TITLE ^ 
DOt CODE: ALTERNATE FILE GObE: ' . . 

WTGFILE ■. 5bH: ' EGG: 

SUPPLEMENTARY CGDES: C^ IO* 730(? 



REFERENCES: 



EXPERIENCE RESOURCES: 




Filing (storing). After the coding, recording, and 
cataloging procedures have been followed,' refile 
the materials into their original order in the ex- 
isting system. . 




*^ ■ \ ATTACH r^/VENT A 



MATERIALS AND EQUIPMENT LIST 



The following materials and equipment will be 
needed to install the Basic filing and indexing 
system of the Career Information Syst|iti (CIS). 
These are not included in the CIS pacloge. 

• Supplement to \\te Dictionary of Occupational 
Titles, published 't>y the U.S. Department -of 

: Labor . . r 

• Vertical file cabinet, letter size, two or more 
drawers 

• 78 file dividers, letter size, 3 cut metal 1^ 

t Card file, rotary or standard, 3" x 5" card size, 
'. minimum capacity 2,500 cards 



1,500 blank index cards, 3" x 5" 
Alphabetic dividers 
• Career information resources 



• 



NOTE: Rotary files ar? equipped with blank cards 
and alphabetic dividers when purchased. 



y ' ^ ' ATTACHMENT B 

CAREER AREA - WORKER^TRAIT GROUP LIST 



If you wish to use these as file tab inserts, Cut on SOLID lines, ^old on DOTTED lines. 



i ■ 



01 ARTISTIC \ 02.02 Life Sciences 

., ________ __ ^. 

01.01 Literary A|ts ; 02.03 Medical Sciences 

01.02 Visual Arts 02.04 Laboratory Technology 

01.03 Performing Arts: Drama 03 NATURE - ■ • ■. ■ 

01.04 Performing Arts: Music ^ 03.01 Managerial Work: Nature 

01.05 Performing Arts: Dance . 03.02 General Supervision: Nature 

01.06 Technica^ Arts » ■ ' > 03.03 Animal Training and Care > 



01 .071 Amusement 03.04 Elemental Work: Nature 

i_. . ____ . ____ - — — .— - — 

01.08 Modeling 04 AUTHORITY 



02 $(?IENTIFIG 04.01 Safety and Law Enforcement 



^ 02.01 \ Physical Sciehces. 04.02 Security Services 



05 MECHANICAL 06.01 Production Technology 



05:01 Engineering 06.02 Production Work 



05.02 Managerial Work: Mechanical 06^03 Production Control 



05.03 Engineering Technology ^ 06^04 Elemental Work: Industrial 



05:04 Air and Water Vehicle Operation .07 BUSINESS DETAIL 



05.()5 Craft Technology 07.01 Administrative Detail 



05.06 Systems Operation - 07.02 /Mathematical Detail 



mm:' 



05.07amiality Control 07.03 Financial Detail 

. . l-"' ■ ■ — . — ^ ^ / • 



05.08 Land Vehicle Operation 07.04 Informati'on Processfng -vSpeaking 



05.09 Materials Control 07.05 Information Processiilg •Trecords 



- p5.1Q Skilled Hand and Machine Work 07.06 Clerical Machine Operation 
05.11 Equipment Operation 07.07 Clerical Handling 



05.12 Elemental Work: MiBChahical 08 PERSUASIVE 



06 INDUSTRIAL 08.01 Sales Technology ; 

o ' ■ - ' 

ERIC * V, . 



/ 



08.02 Oeheral S^let^ 


11.02 Educational and Library Services 


06,03 yending^^^ C'^ 


11.03 Social Research 

■ • ■ ■ 


Qd ACCOMMODATING ^ 


(".•_. • ■ ■ . • .* . . 

_____ _^ _______________ 

11.04 @Law . 


09.01 Hos(jitality Services 


11.05 Business Administration 


■ ■ ' • ' *" . • ■ 

09.02 Barberihg and Beauty Services 


: 11.06 Finance 


09.03 Passenger Services 


11.07 Sen^ices Adrti^nistration^^ ; ; . 


_ _ ^ ; \^ 

09.04 Customer Sirvii^^ 


11.08 Communications 


: y ■ • : ' 

09.05 Attendant Services . 


H 11.09 Promotion 


10 HUMANITARIAN 


11.10 Regulations Enforcement 


lO'OI Social* Services ' \i ' 


11.11 Business Management 


10.02 Nursing and Therapy Services 


11.12 Contracts and Claims 


10.03 Child and Adult Care 


12 PHYSICAL PERFORMING 


11 SOCIAL-BUSINESS 


12.01 Sports 


. ■ . < . . . " - 

11.01 Mathematics and Statistics 


12.02 Physical Feats , X . 



ERIC ' / . V.'--''''..-^.-^:' ^ 



ATTACHMENT C 



J 



WORKER TRAIT GROUP 



INDEX TO 



COMMERCIAL BRIEFS 



■42 



<v««. 

■ it 



ERIC 
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Brief Title ' Third Edition FoMrth Edition 

DOT Title it different DOT Code — WTG * DOT Code Area •- WTG » 



ABLESfAMAN. . ....... . . ........ . . . . . . 


. . (911.884 WTG 39) 


911.364-010 


05.12 




. . (160.188 WTG 13) 


160.167-010 


11.06. 


AOOUUIM rvf\lN 1 , OL/o 1 ......... , . 


/1Rn 188 WTR 13V 


160 167-018 


11.06 


ACCOUNTING CLERK. . . . . ... . .\ ! . . . ... ... ....... . 


. . (219.488 WTG 26) 


216.482-010 " 


07.02 


ACTOR ..... . . ... ...................... . , 


v. (150.048 WTG 63) 


150.047-010 


01 .03 


(Actor-Actress) 

ACTOR -Ilv;; . . .-. . . ., . ............ 


. . (1 50.048 WTG 63) 


t50.047010 


01.03 




• (020.188 WTG 88) 


. 020.167-010 


11.01 


(Administrative Manager) 

MANAGER/OFFICE/. . . . . : . . ■ 


(169.168 WTG 10) 


169.167-034. 


07.01 


(Advertising Account Executive) 


. (i64.f68 WTG 10) 


164.167-010 


1 1.09, 


(Advertising Copywriter) ; - ■ 


(132.088 WTG 112) 


131.067-014 


. 01.01 


(Advertising-Space Salesman) ' 

:- SALES REPRESENTATIVE, ADVERTISING 


(258.358 WTG 97) 


254.357-014 


08.01 


(Aeronautical Draftsman) •' \ 


(002.281 WTG 56) 


002.261-010 


05.03 


(Aerospace Engineer) • 




nno nci ni>i 
UU^.UDI-U If* 


UD.U 1 


(Agricultural Commpdity Grader) 

INSPECTOR, AGRICULTURAL COIvlMODITIcb. . . . 


, . . (iDO.^Or VV 1 V3 lO) 








(013.081 WTG 53) 


013.061-010 


05.01 


AGRONOMIST 

(Air Coriditlonirvg and Refrigeration Mectianlc) 

REFRIGERATION MECHANIC. 


(040.081 WTG 87) 


040.061-010 


02.02 


(637.281 WTG 37) 


63^.261-026 


05.05 


(Alr-Conditioning-Englneer) 

MECHANICAL ENGINEER. ... . ....... ... ...... 


^ . . (007.081 V\rrG 53) 


007.061-014 


05.01 


(Aircraft Assembler) 

ASSEMBLER, AIRCRAFT STRUCTURES AND 


(806.381 -WTG 37) 


806.381-026 


06.01 . 


(Aircraft Mectianic) 


(621.281 WTG 37) 


I- ■ ■ 

621.281-014 


05.05 


(Aircraft and Engine Mechanic) , ' 

AIRFRAME-AND-POWER PLANT MECHANIC 


(621.281 WTG 37) " 


621.281-014 


05.05 


- (Air Hammer Operator) 


(859^887 WTG 52) 


869.687-026 


05.12 


(Airline Dispatcfier) / 1 




912.167-010 


05.03 


(Airline Pilot) : 

AIRPLANE PILOT, COMMERCIAL . ..... ... . 


. . (196.283 WTG 77) 


196.263-014 


05.04 


(Airline Steward/Stewardess 
AIRPLANE FLIGHT ATTENDANT . 


■ (352.878 WTG 105) 


* 352.367-Oio . 


09.01 


(Airline Ticket Agent) 


. . (919.368 WTG 19) - 


. 238.367^026 


07.03 



' -T' ■■ . , ■' ■ ■ ■ ■ ■■■■ 

Brief Title Third Edition 

DOT Title H different : DOT Code WTG # 

(Airplane Mechanic) 

AIRFRAME-AND-POWER-PLANT iyiECHANIG . (621.281 WTG 3?) 

AIRPLANE-PILOT, COMMERCIAL . / .\- .•'•(1.96,283 WTG 77) : 

(Airplane Stewardess) * 

AIRPLANE FLIQHT ATTENDANT. ... (352.878 WTG 105) 

(Airport Manager) : 

MANAGER, AIRPORT ..: .(184.118 WTG 6)-^. 

(Airport Superintendent) 

MANAGER, AIRPORT . (184.118 WTG 6) 

(Air-Traffic Controller) . , 

^ AIR-TRAFFIC-CONTROL SPECIALIST, TOWER ........ . (193.168 WTG 17) 

(Anesthetist) 

NURSE ANESTHETIST ......... 1 ... (075.378 WTG 92) 

(Animal Hospital Attendant) 
; ANIMAL CARETAKER ........ . , . . . . ... ...... . . .. . .(356.874 WTG 107) 

(Animal Husbandman) ; " 

ANIMAL SCIENTIST: ... . . . (040.081 WTG 87) 

(Animal Husbandry Specialist) . * 

ANIMAL SCIENTIST..:. (040.081 WTG 87) 

ANIMAL KEEPER . . . ; . . . .(356.874 WTG i07)^ 

• . . — — / 

(Announcer,-Radio and Television) , - ♦ 

ANNOUNCER. . . .\ . . . (159.148 WTG 67) 

. ANTHROPOLOGIST^...,. '.. (055.088 WTG 31) 

(Apartment Building Janitor) 

JANITOR (382.884 WTG 39) 

. ARCHEOLOGIST . (055.088 WTG 31) 

ARCHITECT (001.081 WTG 53) 

^(Architect, Landscape) 

LANDSCAPE ARCHITECT (019.081 WTG 53) 

(Architect, Naval) . ^ 

ARCHITECT, MARINE-. . ; : . (001.081 WTG 53) 

. . . ■ ■ ■ ■ ■ • ■ : ■ v/' 

(Architectural Draftsman) . 

DRAFTER.ARCHITECTURAL.. (001.281 WTG 56) 

ARCHIVIST . . . : . . . . . . . . . . . , . . . (101.168 WTG 10) , 

X, (Artist, Commerci^lMustrating) 

'-^^ IL'LUSTRATOR . .f . (141.081 WTG 4) 

(Art Teacher, Elementary) 

TEACHER, ELEMENTARY SCHOOL (092.228 WTG 45) 

(Art Teacher, High School) / 
. TEACHER, SECONDARY SCIHOO^ . : . . . (091.228 WTG 44) 

(Asbestos and Insulatihg Worker) , • 

CONSTRUCTION WORKER I .... .... . (863.884 WTG39) 

(Assembler, Electronic Industry) ■ ^ ; 
ELECTRONICS ASSEMBLER : (726.781 AATTG 38) 

(Assembler, Electronics Manufacturing) 

ELECTRONICS ASSEMBLER (726.884 WTG 39) 

(Assessor) 

APPRAISER ...... .\ ...... (188.168; WTG 13) 

ASTRONOMER. . . (021.088 WTG 88) 

(Athlete) ' 

PROFESSIONAL ATHLETE. . : %. . . (153.348 WTG 68) 

(Athlete, Professional) 

PROFESSION AL ATHLETE .' . (153.348 WTG 68) 
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Fourth Edition 
DOT Code Area — WTG * 



621.281-014 
196.263-014 



05.05 
05.04 



352.367-010 09.01 
184.117-026 11.05 
184.117-026 . 11.05 



193.162-018 
075.371-010 
410.674-010 
040.061-014 



05.03 . 
10.02 
03.02 
02.02 



040.061-014 


02.02 


412.674-010 


03.03 


159.147-010 


\ 01,03 


055.067-010 . 


11.03 


382.664-010 


05.12 


055.067-018 


11.03 


nni nRi-nir> 


ns ni 

Uu.U 1 


UU 1 .UO 1 U 1 o 


M ns ni 

* Uu.U 1 


001.061-014 


05.01 


001.261-010 


05.03 


101.167-010 


11.03 


141.061-022 


01.02 


092.227-010. 


11.02 


091.227-010 


,11.02 


869.664-014 


- 05 10 


726.684-018 


06.02 


726.384-010 


06.02 


188.167-010 


11.06 


021.067-010 


02.01 


153,341-010 


12.01 


153.341-010 


' 12.01 



41 



/ Brief Title ^ tKIW Edmon 

DOT Title If different . DQT Cp^e ~ WTG # 

• . ■ ^ - ■ ■ ■ : ■ ■ ■ ■ ■ V 

. (Athletic Coach) . 

- . Instructor, sports (099.228 wtg 47) 

auctioneer: . . . . .'. . . . ...... ... .... . ; . . . . . . . . . .. (294.258 wtg 97) 

AUDlbLOQIST ,. (079.108 WTG 90) 

auditor:'. . . . :, : . .................. . . ..... . , . . . , . . (160.188 wtg 13) 

(Auto-Body Designer} 

^ DRAFTER, AUTOMOTIVE DESIGN . ..... (017.281 WTG 56) 

(Aiito Driving Instructor) 
_ INSTRUCTOR. D RIVING .V. .•. ■ ■ ■■ ■■■■ (099.228 WTG 46) 

(Automatic Bowling Machine Mechanic) ' 
PINSETTER mechanic, AUTOMATIC (829.281 WTG 37) 

. (Automatic Washer Repairman) * ■ * . 

.ELECTRICAL-APPLIANCE SERVI0ER ............ . . . (827.281 WTG 37) 

(Automatic Vending Routeman) ) . . , 

COIN COLLECTOR .. . . (292.483 WTG 98) 

(Automobile-Body Repairman) 

AUTOMOBILE-BODY REPAIRER (807.381 WTG 37) 

(Automobile Parking Attendant) 

PARKING-LOT ATTENDANT . ; .(915.p78 WTG 105) 

(Automobile Salesperson) v , 

SALESPERSON, AIJTOMOBI LES'. . . • . .(280.358 WTG 97) 

(Autdmobi)e Service Station Salesman) 

AUTO(|jttBILE SERVICE STATION ATTENDANT . (915.867 WTG 103) 

(Automotive Brake Specialist) 

BRAKE REPAIRER ... : ■ . • : • (620.281 WTG 37) 

(Automotive-Body Repairman) 

AUTOMOBILE-BODY REPAIRER .... . (807:381 WTG 37) 

(Automotive Designer) ' 
DRAFTER, AUTOMOTIVE DESIGN (017.281 WTG 56) 

(Automotive Mechanic) , 

AUTOMOBILE MECHANIC ................ (620.281 WTG 37) 

(Automotive Painter) • 

PAINTER, TRANSPORTATiOhl VEHICLE ......... . . (845.781 WTG 38) 

(Automotive f'arts Counterman) 7 
.SALESPERSON, PARTS (289.358 WTG 97) 

(Automotive Service Advisor) 

AUTOMOBILE-REPAIR SERVICE ESTIMATOR. . (620.281 WTG 37) 

(Auto Service Station Attendant) 

AUTOMOBILE-SERVICE STATION ATTENDANT. .-. . . .(915.867 WTG 103) 

BAKER., (313.781 WTG 38) 

BAKER (526.781 WTG 38) 

(Ballroom Dance Teacher) 

INSTRUCTOR, DANCING . . , . . . , . . (151.028 WTG 1) 

(Bank Manager, Branch) 

• MANAGER, FINANCIAL INSTITUTION (186.118 WTG 6) 

(Bank Teller) 

TELLER ; (212.368 WTG 20) 

BARBER .(330.371 WTG 101) 

• (Barber-Stylist) 

BARBER .......... .....(330.371 WTG 101) 

(Beauty Operator) 

COSMETOLOGIST :\ . , , . . , . . . . . .(332.271 WTG 101) 

er|c 



Fourth Edition 
DOT'Code Area WTG # 



153.227-018 
294.257-010 
076.101-010 
160.162-014 

017.281-022 

'099.2230^0 



638.261-022 
827.261-010 
292.483-010 
807.381-010 
915.473-010 
•273.353-010 
915.467-010 
620' 281 -026 
807.381-010 
.017.'281-022 
620.261-010 
845.381-014 
279.357-062 
620.261-018 
915.467-010 

. 313.381-010 
526.381-010 

151.027-014 

186.117-038 

211.362-022 
330.371-010 

330.371-010 

332.271-010 



12.01 
08.02 
02,03 

ii;o6 

05.03 
0^.03 



05,10 

05.05 

05.08 

05.05 . 

09.04 

08.02 

05.10 

05.10 

05.05 

05.03 

05.05 

05.10 

08.02 " 

05.07 

05.10 

05.10 
06.02 

01.05 

11.05 

07.02 
09.02 

09.02 

09.02 



Brief Title ' Third Edition 

' ' DOT Title If different : 60T Code — WTG * 

BEEKEEPER . i i ... . . . . , . : . . . . .:. . ... . .'. . ' ........ (419."181 WTG 72) 

(Bilingual Secretary) , 

SECRETARY, . . . . . , . . . . . ... . . . •. . . : (201. 368- WTG 18) 

BILLING-MACHINE OPERATOR .......... . . ... . (214^88 WTG 26) 

BIOCHEMIST . . . . . . . . ................ (041.081 WTG 87) " 

BIOLOGIST .... (041.081 WTG 87) 

(Biologist Assistant) 

BIOLOGICAL AID . ..... . . ..... . . (04^.384 WTG 73) 

BIOMEDICAL ENGINEER . ...... . . , . . ...... 

BIOMEDICAL EQUIPMENT TECHNICIAN . 

BIOPHYSIdST . .... . rf.-!.: . . . (041 .081 WTG 87) 

BLACKSMITH. .... .... ... . (610.381 WTG 37) 

BOILERMAKER I . . .... (805.281 WTG 37) 

BOOKBINDER ..... (977.884 WTG 39). 

(Book Editor) 

■ EDITOR, BOOK. ...................... ......... .(132.068 WTG 111) 

.BOOKKEEPER I . . . . ...... : . . . . . : . ."^ (210.388 WTG 26) 

BOOKKEEPING MACHINE OPEf^ATOR I , . . (215.388 WTG 26) 

BOOKKEEPING MACHINE OPERATOR II. : (215.388 WTG 26) 

(Bookshop and Bookstore Sales Clerk) 

SALESPERSON, BOOKS .V (289.358 WTG 97) 

(Border Patrolman) ' 

BORDER GUARD ... . (375.868 WTG 79) 

BOTANIST. : (041.081 WTG 87) 

(Bowling Center Manager) ' 
.MANAGER, RECREATION ESTABLISHMENT (187,168 WTG 10) 

(Bowling Machine Mechanic) 

PINSETTER MECHANIC, AUTOMATIC (829.281-WTG 37) 

(Boy Scout District Executive) / . 

• DISTRICT ADVISER . . ... (187.118 WTG 6) 

(Brakeman) ' > ^ 

BRAKER, PASSENGERTRAIN . ... .... .(910.364 WTG 110); 

BRICKLAYER .V . . .... (861.381 WTG 37) 

(Bricklayer Helper) 

CONSTRUCTION WORKER 2 (861.887 WTG 52) 

(Bridal Consultant) .. 

WEDDING CONSULT A;NT ............. . (299.358 WTG 97)" 

(Building Contractor) 

. CONTRACTOR ..j...., (182.168 WTG 10) 

(Building Custodian) 

JANITOR . . ; (382.884 WTG 39) 

(Building Inspector) ; 

INSPECTOR, BUILDING ......... ,. (168.168 WTG 74) 

(Building Manager) i • 

SUPERINTENDENT, BUILDING (187.168 WTG 10) 

BULLDOZER OPERATOfi'l (850.883 WTG 83) 

(Bus Boy) ■ - 

PININQ-ROOM ATTENDANT . . . . ..... . . .(311.878 WTG 105) 

BUS DRIVER , .(91 3.463 Wfp .1 1 0) 

BUSINESS REPRESENTATIVE, LABOR UNION ....... ... (187.118 WTG 6) 



Fourth Edition 
DOT Code Area — WTG *^ 



413.161:010 

201.362-630 
214.482-010 
041.061 026 
041,061-030. 

049,384-010 
019.061-(3lO 
•qi9.26V0.10 
041.061-034 

'610.381-010 
805.261'014 

" 977.381-010 

132.067-014 
210.382-014 
210.382-026 
210.382-026 

277.357034 



;03;01 

07.01 
07.06 
02.02 
02.02 

02.04 

02.02 

02.04 

02.02 

05.05 

05.05 , 

05.05 

. oi.ot 



08.02 



37^.363-010 


04.02 


041.061-038, 


02.02 


187.117-042 


11.11 


638.261-022 


05.10 


187.117-022 


li.05 


910.364010 


09.01 


861.381-014 


05.05 


869!687-026 


05.12 


299'.357018 


08.02- 


182:167-010 

* 


11.12 


3.82.664-010 


05.12 


168.167-030 


05:03; 


187.167-190 


. 05.02 


850.683026 


05.11 






311.677018 


' 09.05., 



' .913.463 010 
187.167038 



09.03 
11.05 



ERIC 



46 



Irief Title 
DOT title If different 



' Third Edition 
DOT Code ^ WTG * 



Fourth Edition 
DOT Code Area— WTG # 



(Business Teacher, High School) 
TEACHER, SECONDARY SCHOOL 

BUYER 



CABy^lETMAKER . . . . > . . . 
(Cafeteria lyianager, Industrial), 



, (Camera Repairman) 
. CAMERA REPAIRER . 

(Camp Counselor) 

COUNSELOR, CAMP . 



(Carpenter, Construction) 
CARPENTER, 

(Cartographer) 

DRAFTER, CARTOGRAPHIC . . 

CARTOONIST .......... 

CASHIER 2 

(Caterer) 

MANAGER, FOOD SERVICE. . 

(Cattleman) 

LIVESTOCK RANCHER . .... 

CEfOlENTMASON. . . .......... ..... . . . . 

CERAMiC ENGINEER 

(Certified Laboratory Assistant) 
, , MEDICAL-LABORATORY TECHNICIAN 

(Chamber of Commerce Manager) 

EXECUTIVE VICE PRESIDENT, CHAMBER OF 
COMMERCE.... 

CHAUFFER. . ...... . . . ... . .......... 

CHEF . . ••;•••> 

CHEMICAL ENGINEER . 

CHEMICAL-LABORATORY TECHNICIAN ....... 

(Chemical Technician) 

LABORATORY TESTER . . ... . . ...... 

CHEMIST V.....-...^. 

(Child Care Worker) 

ATTENDANT, CHILDREN'S INSTITUTION' . . ,. . 

(Child Day care Worker) 

NURSERY SCJHOOL ATTENDANT . . . 

(Chipper and Grinder) 

GRINDER-CHIPPER 

CHIROPRACTOR . . . 

I (Chhstian Education Director) 

DIRECTOR, RELIGIOUS EDUCATION : 

(City Manager) ■ 

l. MANAGER, CITY ;. . . ; . . . , ■ . • 

(City Planner) ' ■ 
URBAN PLANNER . , • •' 

CIVIL ENGINEER . ; ; • •. •-.cv - • 



(091.228 WTG 44) 
, (162.158 WTG 95) . 


091.227-010 
162.157-018 ' 


11.02 
08.01 


(660.280 WTG 80) 


660.280-010 


0&.05^ 


(319.138 WTG 85) 
(216.488 WTG 26). 


319.137-018 
216.482-022 


it;ii 

^07.02 


. (714.281 WTG 37) 


714.281-014 


05.05 


. (159.228 WTG 46) 
(860.381 WTG 37) 


159. 124-01 0-. 
860.381-022 


09.01 
05.05 


. (860.381 WTG 37) 


' JB60.381t022 


05,05. 


(017.281 WTG 56) 
. - (144.081 WTG 4) 
(211.468 WTG 21) 


' niQ of^-i nin 

141.061-010 
.211.462-010 


n^ 0*^ 

:"oi.o2 

07.03 


(187.168 WTG 10) 


187.167-106 


11.11 


(413.181 WTG 72) 
. (844,884 WTG 39) 
, (006.081 Wloooj 


41U.1D 1 •UJ.O. 

844.364-010 


UO.U 1 

05.05 : 

\J\Jm\J if 

<^ ■ . ' ■ 


. (078.381 WTG 75) , 


078.381-014 


02.04 


. (187.118 WTG 6)- 
.(359.873 WTG 103) . 

(313.131 WTG 33) 
. (008.081 WTG 53) 

(002.281 WTG 75) 


^ 'i -^"-'-- 

/*fe7. 117-030 
359.673-010 
olo.lo l-U \** ^ 
008.061-018 

.022.261-010 


V 11.05 
Lq9.03 

\J\J.\JU 

"05.bl 
■02.04 


. . (022.384 WTG 73) 


029.261-010 
022.061-010 


■ 02.04 
02,01 


(359.878 WTG 93) 


359.677-010 


10.03 


(359.878 WTG 93) 


359.677-018 


10.03 


(809.884 WTG 39) 
(079.108WTG90) 


809.684-026 
. 079.101-010 


06.04 
02.03 


(129.108 WTG 32) . 


129.107-022 


11.02 


(186.118 WTG 6) 


188.117-114 


11.05 


(199.168WTG6) 
, . (005.081 WTG 53) 


: 199.167-014 
005.061-01^ 


11.03 
05.01 



erIo 
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Brief Title " Third edition Fourth Edition * 

DOT Title if different DOT Code ^-WTG # DOT Code Area — WTG # 



(Clergyman) 

. CLERGY MEMBEFR . 

(Clerk, General Office) 



(Coal Miner) 

. MINER I . . . ...... . . . . 

.(College Teacher) 

. FACULTY MEMBER, COLLEGE OR UNP 

(Comnnercial and Industrial PhotogrEfpher) 
PHOTOGRAPHER, STILL 

(Comnnercial Artist) , 
.. ILLUSTRATOR . . . .... . . . ; ■ • ■ • • ■ - ■ 

(Commercial Diver) 



COMPOSITOR ; ;. , : . ; v^: . ....... 

(Computer Service Technician). - 
ELECTRONICS MECHANIC . . . . 

COrvJDUCTOR, PASSENGER CAR . . ..... . . ... . ...... 

(Conservation Off icer) • 

FISH AND GAME WARDEN 

CONSTRUCTION EQUIPMENT MECHANIC . 

CONSTRt/ctlQN INSPECTOR . . 

(Construction Ironworker). 

STRUCTURAL-STEEL WORKER. : . 

(Cortstruction Machinery Operator) 

OPERATING ENGINEER ...... . . . . .-. . 

(Construction Superintendent) ■ ' 

.SUPERINTENDENT, CONSTRUCTION 

(Consumer Safely Officer) , ' 
FOOD AND DRUG INSPECTOR . .'. . .. 

(Cook, Domestic Service) . . 
COOK 

(Cooperative Extension Service Worker) , . 
COUNTY-AGRICULTURAL AGENT ... . . . . 

COPYWRITER 

COREMAKER . . . . . .... .. ... . ... 

(Correctional Officer) 

CORRECTION OFFICER .'. ........ . . . 

CORRESPONDENCE CLERK 

COSMETOLOGIST. . . . . 

(Cost Accountant) • - ' - : , 

ACCOUNTANT, COST ..... ! . . ..... ... . . . . . . . ;. .^ . . 

(Counselor, Higli School) 0 • 

COUNSELOR .. ... . . . . ;■; 

(Counselor, Vocation's! Reliabilitation) 

COUNSELOR ■' 

■ • •• • ■ . ■ V . •■ ■■• ., : 

o ' ■ 48 



(24 1.1 68 WTG 74)' 
(209.368 WTG 24) 


, 241.2t7-010 
247.387-022 ' 


11.12 
07.05 


(120;108WtG32) 


; - . 120.007^10' 


10.01 


(21 9.388 WTG 26) 


219.362-010 


.07,01. 


(939.281 WTG 37) 


939.281-010 


; 05.11 


(090.288 WTG 44) 
(143.062 WTG 3) 


, 09O.?27^10 
143.062:630 


11.02 
01.02 


: (141.081 WTG 4) 


141.061-022 


01.02 


, (899.281 WTG 37) 

(296.388 WTG 24) , 
(152.088 WTG 100) 
(973.381 WTG 37) 


899.261-010 .. 
.296.367-014 
* 152.067-01 4 

973.381-010 ■ 


05.05 
08,01 
01.04 
05.05 


. (828.281 WTG 37) 
. (198.l'68WTG 10) 


828.281-010 

1.98.1 ezrOto. ■ 


05.05 
11.11. 


. (379.1 68 WTG 74) 
(620.281 WTG 37) 
. (182.287 WTG 76) 


379.167-010 
620,261:022 
■ 1B2.267-0lb 


04.01. 

05.05 

05.03 


(801.781 AA/TG 38) 


. 801.361-014 


s 05.05 


. (859.883 WTG 83) 


859.683-010 


- 05.1 r 


(182.168.WTG 10); 


182.167-026 ' 


05.02 


(168.287 WTG 76) 


168.267-042 


11.10 


(305.281 WTG 36) ' 


305.281-010 


05.10 


. (096. 128 WTG 42) 
. (1^2.088 WTG 112) 
.' . (5'^8:^81 WTG 37) 


. 096.127-010 
131,067-014 
518.381-014 


11.02 

01.01, 

06.01; 


(372.8te8'WTG 79) 
.. (204:2"88WTG4.5) .. 
(332.271 WTG 101) 


372.667-018 
209.262-010 ■ 
332,271-010 


04.02 
07.01 
09.02 


. (160.188 WTG 13) 


160/167-018 


^11.06 . 


• (045v108WTG32), 

. ■ . : ■■■■:■..(■■■; 


V 045.107-010, 


lo.or 


. (045. 108: WTG 32) 


045.107-010 





ERIC 



4£ 



Brief Title 
DOT Title if different . 



Third Edition ^ fourth Edition 

DOT Code — VVTG # DOY^de Area — WTG # 



(Counterman,. Cafeteria) 

COUNTER ATTENbANT. GAFETERIA ...... ........ . . (3 11. "878 WTG 105) 

COUNTY AGRICULTURAL AGENT ..... ^. ............. . (096.1 28 WTG 42) 

COURT CLERK , • /. . . . • (249.368 WTG 16) 

(Court Reporter) . . 

SHORTHAND REPORTER, : . .... ; . . (202.388 WTG 25) 

CREDIT ANALYST . . . . . . . : . ...... . (191.268 WTG 74) 

(Credit Collector) 

- COLLECTOR . ... . . . . (240.368 WTG 16) 

(Credit Manager)""'" : - ■ " ~ — — — ^ — ____ — _ — 

MANAGER, CREDIT AND. COLLECTION (168.168 WTG 10) 

(Criminologist) • ^ 

SOCIOLOGIST ...... (054.088 WTG 31) 

(Crop Scientist) 

AGRONOMIST ... °(040.08TWTG 87) 

CURATOR .. . . . j ........ - - . (102.118WTG6) 

(Custodian) . . 

. JANITOR . . . . . . . . . . ... . (382.884 WTG 39) 

CUSTOMS INSPECTOR .... . ... (168.1 68 WTG 74) 

(Customs Worker) . 

CUSTOMS INSPECTOR. (168.168 WTG 74) 

(Cylinder- Press Man) ' ■ 

QYLINDER-PRESS OPERATOR ... : (65 1.782 VVTG 82) 

(Dairy Farmer) . 

LIVESTOCK RANCHER ............. . . . .......... . ; . (411.181 WTG 72) 

■iDAIRY PROCESSING EQUIPMENT OPERATOR ......... (529.782 WTG 82) 

. DAIRY TECHNOLOGIST ........... (040:081 WTG 87) 

DANCER ......... . . (151.048 WTG 66): 

(Data-Rrocessing Machine Opefatoi^y " . 
; ■ COMPUTER OPERATOR ; . . . . . . . : ... (213.382 WTG 23) 

(iJfeita-Processing Machine Serviceman) . .. ' ' 

ELECTRONICS MECH/^NIC . . . . . . (828.281 WTG 37) 

(Data Processing Manager) 

MANAGER, ELECTRONIC DATA PROCESSING . . . .v. . . (1.69.168 WTG 10) 

DATA TYPIST . ... . . . . . ! (213.588JWTG 28) 

(Dean of Women)' ; » 

DEAN OF STUDENTS 1 . ;■. . . (090.118 WTG 6) 

(Delivery Route Salesman) 

■. DRIVER. SALES ROUTE ;. ... (292.358 WTG 97) 

DENTAL ASSISTANT .i^. : . (079.378 WTG 92) 

DENTAL HYdlENIST : . .". . : ... . ... . . . . . . . .: (07.8.368 WTG 92) 

DENTAL LABORATORY TECHNICIAN . . . ... ..... (71 2.381 WTG 37) 

DENTIST .. (072.1 08WTG 90) 

{(Department Manager, Retail Trade) 

-MANAGER, DEPARTMENT.. . (299.138 WTG 9) 

. DERMATOLOGIST . . ; . . .- v (070,108 WTG 90) 

(Designer, Fabric) 

CLOTH DESIGNER .... . . . . . .... ... (142.081 WTG 4) 

(Designer, Woman's Clothing) ; , 

CLOTHES DESIGNER . .. . . . . . . . . ...... ... .... • • (142.081, WTG 4) 



311.677-014 


. 09.05 


096.127-010 


11.02 


243.362-010 


07.01 


2b2.362-010 


07.05 




1 1 .uo 




Uf .Uo , 


.168.167-054 


07.01 


054.067-014 


11.03 


040.061-010 


02.02 


102.017.010 


11:07 


382.664-010 . 


05.12 


i68.267>022 \ 


11.10 


. / . • 




168.267-022 


11.10 


651.362-010 


05.05 


t 

410,161-018. 


03.01 •• 


' 529.382-018 


06.02 


040.061-022 


02.02 


^R^ r\A7 n^in 


Ul.UD 


213.362-010 


07.06 > 


828.281-010 


05.05 


169.167-030 


11.01 


^.203:582-022 


:07.06 


090.117-018, 


11.02 


^92.353.-01,0 


08.02 


079.371-010 


10.03 


'078.361-010 


10.02 


7*12:381-018 


05.05 


072.101-010 


02,03 


299.137-010. 


.11.11 


070.101-018 


02.03 


142.061-014 


01.02 

<• 


142.061-018 


^01.02 



Brief Title 
DOT Title if different 



Third Edition 
DOT Code — WTG * 



Fourth Edition 
DOT Code Area - WTG # 



(Detective, Police) 
DETECTIVE . . . . 



DEVELOPER....... 

(Die Mal<er, MachineShop) 
DIEMAKER, BENCH, ST/ 

(Diesel-Engine Technician) 



-(DfetttJan)- 



DISK JOCKEY.. 
dfSPATCHER . . 



(375.268 WT6 74) 


375.267-010 


o4:oi 


. (375.268 WTG 74) 
(976.381 WTG37)'' 


375.267-010 
976.681-010 


04.01 
05.10 


(601.281 WTG 37) 


601.281-010 


05.05 


(625.281 WTG 37) 
, (625,281 WTG 37) 


^.261-010 
625.281-010 


06.01 
05.05. 


. (077.168 WTG 10) 
; Vl fl4 1 fifl WTG 1 0V' 
(129.1 08 WTG 32) 
.. (159.148 WTG 67) 

' (9 12.1 68 WTG 17) 


" ■ ■ ■■ — 

677.127-014 
184 167-030 
129.107-022 
159.147-014 ' 
912.167-010 


05.05 
1 1.05 
11.02 
01.03 
05.03 


(298;081 WTG 4) 


298.081-010 


01.02 


■ (298.081 WTG 4) 
. . (899.281 WTG 37) 


298.081-010 
699.261-010 


01.02 
05.05 


(899.281 WTG 37) 


899-261-010 / 


05.05 


.'.{324.878 WTG 106), 


-^324.677-014/' 
002.261-010 
001.261-010 


09.05 
05.03 
05.03 


(OOt.281 WTG 56) 


007.281-010 


05.03 


. . (131.088 WTG 112) 


131.067-038 


01.01 


. (787.782 WTG 82) 
. . (785.361 WTG 35) . 


787.682-018 
785.'361-010 


06.02 
05.05 


. (905.882 WTG 83) 


905.663-014 


05.08 


(099.228 WTG 46) 


099.223-010 


09.03 


^290 478 WTG ^02) 


290.477-014 


09.04 


(289.458 WTG 97) 


279.357-054 


08.02 


. . (362.381 WTG37)-' . ^ 


. 362.38.1-01.0 


06.02 



(Display Man) \ 
> DISPLAYER, MERCHAN 

(Display Worl<er) 



DIVER . . • ... . . . 

(Diver, Commercial). 



(Doorman) 

DOORKEEPER ........... 

DRAFTER. AERONAUTICAL. 

DRAFTER, ARCHITECTURAL , 

(Draftsnrian, Mechanical) ' 



(Dramaticist) 

WWRIGHT. 



PLA 
(Drape 



apery Seamstress) 
DRAPERY OPERATO 

DRESSMAKER . . . . 

(Driver, Heavy-Truci<) , 
i TRUCK DRIVER, HEAVfY 

(Driving Instructor). 
INSTRUCTOR, DF 



(Drugstore Clerk) 

SALES CLERK . . . . ^ 

(drugstore Salesperson) 

Salesperson, gener, 

(Drycleaher Spotter) ' 
• SPOTTER . . 



jnlANDiSE 



ECONOMIST . . ..... ................ . (050.088 WTG 31) 

EDITORIAL ASSISTANT , .. , . : . . . . . ..... ... . . . . . . . (132.288 WTG 114) 

EDITOR, "NEWSPAPER ... . . . (132.01 8 WTG 111) 

(Electrical Appliance Serviceman) 

ELECTRICAL APPLIANCE SERVICER . ....... . . (827.281 WTG 37) 

ELECTRICAL ENGINEER . . . . . .v. . . (003.081 WTG 53) 



ERIC 



50. 



.050,067-010 
.132.267-014 
132.017-014 

827.261-010 
003.061-010 



11.03 
11.08 
11.08 

05.05. 
05.01 
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Brief Title 
DOT Title If different 



Third Edition 
DOT Code — WTG * 



Fourth Edition 
DOT Code Area — WTG # 



(Elecfrical Repairman) 

ELECTRICALflEPAIRER . . 

ELECTRICAL TECHNICIAN . 

ELECTRICIAN ........ ^ . , . . 

(Electrician, Construction) 
ELECTRICIAN... .......>: 

(Electrician, Maintenance) 
ELECTRICAL REPAIRER . . 



ELECTROCARDIOGRAPH TECH NlCiAfi • • • • • 
^™_4Etect«)enceptialogr^tuIechmcl^ 



. (829.281 V\b"G 37): - - 
. (003. lS3"WtG 57) . 
. (824.281 yVTG 37) . 

., {824.281WTd37) - 

, . ■ (829.281 WTG 37) 
, . (078.36B WTG92) 



ELECTROENCEPHALOGRAPH TECHNOLOGIST ... . . . (078.368 WTG 92) 

ELECTPOLOGiST . .'. . ... .... . . . . . ... ... (339.37 1.WTG^Ol) 

(Electronics System Tester) .' ' ' ' 

ELECTRONICS TESTER I . . , . . , . . : . . . : : : . (729.381 WTG 37) 

ELECTRONICS TECHNICIAN ... . . (003.181 WTG 57) 

(Electronic Technician) , 

ELECTRONICS TECHNICIAN . .... . ..... . . . ... . (003.181 WTG.57) 

(Electroplater) 

PLATER |. (500.380 WTG 80) 

ELECTROTYPER . . . . . ..... .'^ 



(974.381 WTG 37) 

(Elementary Sctiool Teacher) 

, TEACHER. ELEMENTARY SCHOOL (092.228 WTG 45) 

ELEVATOR CONSTRUCTOR . . .(. . . . . . . '<825.381 WTG 37) 

* EMERGENCY MEDICAL TECHNICIAN . . . 



EMPLOYMENT INTERVIEWER, 



(166.268 WTG 12) 



(Employment Service I nterviewier) ' 

EMPLOYMENT INTERVIEWER; . ... . . (166.268WTG 12) 

(Employment Supervisor) ' ': . 

MANAGER, EMPLOYMENT . . . ; . . . • (166.168 WTG 10) 

(EnglishTeacher.High'School) ' \ ■ ^ 

' TEACHER, SECONDARY SCHOOL . . . .... 

ENTOMOLOGIST . , . .. . . ...... 



. . . ..... . . . : . . (Oai .228 WIG 44) 

.. ... (041 .081 WTG 87) 

EXECUTIVE HOUSEKEEPER . . . . ........ .... . . . ..... (187.168 WTG 10) 

(Executive Secretary) 

• ADMINISTRATIVE SECRETARY-: 



. (Extension i-iome Economist) 
- - COUNTY HOME^DEMONSTRATipI^ AGENT 



(169. 168 WTG 10) 
(096.1 28 WTG 42) 



829.281-018 
003.161-010 
824.261-010 

824.261-010 

829.281-014 
078.362-018 



EXTERMINATOR ; : - , - • - (389.884 WTG 39) 



078.362-022 
339.371-010 

726.281-014 
003^163.-014. 

003.1 61 •^qt4 

500.389-010 
974.381-010 

092.227-010 
826.361-010 
079.374-010 
166.267-010 

166.267-010 

166.167-030 

091.227-610 
041.061-046 
" 187.1^7-04& 

169.167^014 

096.121-010 
389!684-010 



05.05 
05.01 
05.05 

05.05 

05.05 
10.03 



10.03 
09.05 

06.01 
05.01 

05.01 

06.02 
05.05 

11.02 
05.05 
10.02 
11.03 

41.03 

11.05 

11.02 

02.02 / 
11.11 

07.01 

10.02 
05.10 



6 



^, COLL 



FACULTY MEMBER, COLLEGE OR UNIVERSITY (090.228 WTG 44) 



FALLER 1 



.... . 



(940.884 WTG 39) 



FARM EQUIPMENT MECHANIC 1 .... (624.281 WTG 37) 

(Farm Equipment and Supplies Salesperson) 

SALES REPRESENTATIVE, FARM AND GARDEN . 

EQUIPMENT AND SUPPLIES (277.358 WTG 97) 

(Farmer, Cattls) _ ' 

. LIVESTOCK RANCHER . . . : . . , . . . (41 3.1 81 WTG W) . 

(Farmer, Dairy) .jJ 

LIVESTOCK RANCER (411.181 yVTG 72) ^ 

(Farmer, Fruit) 

FARMER TREE-FRUIT AND NUT CROPS ........... 



■ O 

ERIC 



(403.181 WTG 72) 

51 



090.227-010 11-02 

454.384-010 03.04 
624.281 -01 Q ' 05.05 

272.357-014 08.02 
410.161-018 ^ 03.01 

410.161-018 03.01 

403.161-010 03.0T 



. /Brief Title 
DOT Title If different 



Third Edition 
DOT Code — WTG # 



Fourth Edition 
DOT Code Area — WTG * 



FARMER, GENERAL . . 

(Farmer, Poultry) , 
POULTRY FARMER . . . 

.(Farmer.Truck) - 

FARMER, VEGETABLE . . , . 

(Farm Manager) ^ . 

(3ENERAL MANAGED' FARM 

FASHION COORDINATOR .... 

(Fashion. Designer) 

CLOTHES DESIGNER . . . . 

(Fastiion Illustrator) 

FASIHiON ARTIST . . .. . . ! . . 

(FBI Agent) 

. SPECIAL AGENT ........ .. 

(FBI Special Agent) 

INVESTIGATOR 



.... (421.181 WTG 72) 
: . (412.181 WTC 72) 

-\' I --., . . 

|. . . . .> (403.181 WTG 72) 

./ . . . . . : (4b J.168WG10) 
..... (185. 158 WTG 95) 



FILE CLERK 

(Film Editor) 

EDITOR, FILM... . . . : 

(Financial Aids Administrator) 
FINANCIAL-AIDS OFFICER 

FINGERPRINT CLASSIFIER . . 



(Fire-ExtihguisherServiceman)y 

FIRE-EXTINGUISHER REPAIRER ..^. . 

FIRE FIGHTER .... x '. . 

FIRE PROTECTION ENGINE 



. . : ..'" lT«^21)8TWTG"4y7 
...... (141.081 WTG4) 

. ... (37^. 168 WTG 74) 



(375.1 68 WTG 74) 
(206.38a.V7TG 24) 



(Fisheries Scientist) 
MANAGER, FISH HATp 

(Flight Attendant) 

AIRPLANE FLIGHT ATTENDANT . 

] FLIGHT ENGINEER 

(Floor Covering Inst/ller) 
;=LOOR LAYER 

(FloorCovering Installer, Resilient) 
FLOOR LAYEF 



FLOR/^L DESIGNER . . . 

(Florist) ; 
..FLORAL DESIGNER . ...... 

, FOOD AND JrUG INSPECTOR 

(Food Sciemist) 

CHEMISf . FOOD ......... . 

FOOD-SERVICE SUPERVISOR . 



. . (96^.288 WTG 11 4) 

. '(090. 118 WTG 6) 
. . (375.388 WTG 24) 



(7 09.884 WTG 39) 
(378.884 WTG 39) 
(012.1 88 WTG 59) \ 

(041.1 68 WTG 55) . 

(3132.878 WTG 105). 
, (321.281 WTG'37) 

(364.781 WTG 38) 

. (364.J81 WTG 38) 
. (142.08,1 WTG 4) 



(142.081 WTG 4) . 
168.S287WTG76) 



I 



1(0221081 WTG 87) 
j(319'.138WTG 85) 



(Food Store Checker) 

CASHIER-CHECKER 

FOOD TECHNOLOGIST . . . . . : . ^ . . . 

(Foreign Language Teacher, High. School) 
. TEACHER, SECONDARY SCHOOl 

FOREIGN-SERVICE OFFICER .......... 

(Foreign-Service Secretary) 
SECRETARY .... 



. . .i (299.468 WTG 21) 



./. (09'1.228WTG44) 
/. ,(188.118 WTG 6) 



(Foreign Service Worker) 
FOREIGN-SERVJCEOF 



I. . (201. 368 WTG IS)' 



I 



ICER ■ . . . (188.1 18 WTG 6) 



ERIC 



52 



421.161-010 

: ■ "t • 


03.01 


411 '161-0^8 


03.01 


402.161-010 


03.01 


i'80. 167.-0.18 : 


03.01 


::J85.1 57-010 


11,09 


142.06i-UTB';'' 


01.02 




01 02 


168.267-034 


04.01 , 


.168.267-062 


vii:iQ: ; 




07 07 


.962.2^4-010 


01.01 - 


090.117-030 


11.02-. 


375.387-01 q 


02.04:^ * 

' ■ , . ' ') - " 


709 384-010 


05rW 


373.364-010 


04.02 




0*1 01 


" 180.167 030 V 


03.01 


^'352.367-010 


09.01 




05.03 


864.481-010 


05.10 


864.481-010 


05.10 


. 142.081-010 


01 .02 ; , 


142.^-010 


01.0^ = 


168.367^042 

\ 


11.10 ■ 


022.0^1-014 ' 


02.02 / ■■. 


319.l'^7-010 


09.05 


211.482-014 


07.03 , - 


041.(^1-010 


02.02 


091.2^27-010 : 


11.02 • 



188.ljl7-106 
201.dp2-030 
188.t^M06 

v. 

) 

I 



11.09 

07.01 
1«1.09 



49 



f 



^ ■ii':'^-- Brief Title , Third Edition 

'DOT Title H different DOT Code — WTG * 

FOBESTER . . 4 ...vi;:--. ; . . . . - ■ • • • • {040.081 WTG 87) 
(Forest Technician) c ' : . ^ k ■ 

• FORESTER AlO . . '. ... . . (441 .384 Vy/TG 73) 

(Free Lance Writer) \ 

WFRITER, prose,. FICTION AND NONFICTION ........ (130.088 WTG 112)., ' 

FREIGHT-TRAFFIC CONS.UUTANT . . . . , , . (184.268 WTG 1 1 ) 

(Fruit Farmer) • "^^ • \ ' 

FARMER, TREE-FRUIT AND NUT CROPS... ... . .. (404.181 WTG 72) 

(Fund Raiser) __ _ / ' -" ■ • ^.f.._ 

IRbC IpRTFORUTlATSlNG ...... ...... . ^. .......... (161.118 WTG 6) 

(Funeral Director) / ^ 

. director; FUNERAL (187.1 68 WTG 10) ■ 

• FUR FARMER .... . . ..... .-. . .... . . : ..... (41 9.1 81. WTG 72) 

(Furnance Installerand Repairman) ' 
FURNANCE INSTALLER AND REPAIRER, HOT AIR . . . , (869.281 WTG 37) '- 

; FURNITURE FINISHER . .- . . . (763.381 WTG 37) . 

(Furniture Mover) , ■. 

'VAN-DRIVER HELPER ........ . . . , ... . . . ;'*. . . .... (909.887 WTG 52) 

FUFRNITURE UPHOLSTERER . . .. ; , . . ... .... ;(78CJ.381 WTG 37) 

■■ ■ ■ . ■ ■ ■ ^ ■ " ■ ^ f ■ ■ ■■ ■;• 
(Gardener and Groundl<eeper) x,*; 

GROUNDS KEEPER, INDUSTRIAL-COMMERCIAL . , . 7. (407.884 WTG 39) 

(Garment Cutter) . 

CUTTER,« MACHINE I . (781:884 WTG 39) 

(Gas Appliance Service Worker) 

GAS APPLIANCE SERVICER ................. . (637.281 WTG 37) 

(General Merchandise Sales Clerk) ' 

(SALESPERSON, GENERAL MERCHANDISE .; ./ (289.458 WTG 97) 

GENETICIST ...... . . . (041 .081 WTG 87) 

GEOGRAPHER . ... •'. . • . . , - • - . . . (029:088 WTG 88) 

GEOLOGiST ..... ....... .... .... ; (024.081 WTG 87) 

GEOPHYSflCIST ......... (024.081 WTG 87) 

(Girl Scout Executive Staff Worker) * 
DISTRICT ADVISOR, . ....... . (187.118WTG6) 

GLAZIER . .... ... .... ............. . -. (865.781 WTG 38) 

(Greenhouse Wot1<er) ' . 

HORTICULTURAL WORKER 1 .... .' (406.887 WTG 52) 

(Grocery Checker) ' 

CASHIER-CHECKER .... . ............ . . . (299.468 WTG 21) 

(Guard) • ^ ' ' 
'GUARD, SECURITY . . . (372.668 WTG .79) 

(Guidance Counselor) , - 

COUNSELOR . (045. 108 WTG 32) 

. GUNSMITH . , . . ... , . . . ■. . . . (632.281 WTG 37) 

(Han'd Composition) .7 

COMPOSITOR (973.381 WTG 37) 

HARBOR MASTER f . . . . (375.168 WTG 6) 

HEALTH PHYSICIST . . (079.Q21 WTG 86) 



Fourth Edition 
DOT Code Area — WTG * 



040<t)61-034 


3^)3.01 


452.364-010 


03.01 


131.067-046 


01.01 


184,267-010 


11.05 


403.161-010 


03.01 


165.117-010 


1 1 .09 


187,167-030 


11.11 


41 0,161-014 


03.01 


869.^1-010. 


■ . 05.05 . 


763.391-010 


05.05 






905,687-014 


05.12*" 


780,381-018 


05.05 


• . ■ «• 
406.684-014., 


03.04 


781.684-014 


06.02 


• 

637,261-018 


^ 05..10 


279.357-054 


08.02 


041,061-054 


02.02 


029.067-010 


02.01 


024.061-018 


. 02.01 


024.061^30 


.02.01 


187,117-022 


1 1 .05 


865.381-014 


05.10 


405.684-014 


03.04 


211.462-014 


07.03 


372.667-034 


., 04.0"2 


04y07-dl0 


• '10.01 


632,281-010 


05.05 






973. 381.-pi'0 


, 05.05 


375.167-026 


04.01 


079.021-010 


* . 05.01 



' Brief Title . * Third Edition 
DOT Title if different DOT Code — WTG * 

■ : i ■ " •• ■ ■ ■■■ ■ ■ ■ ' :. 

(Health Physics Technician) 

RADIATION MONITOR . . ., >. . . ... (199.187 WTG 76) 

(Health Services Lib^ian) 

. UBRARIANi SPECIAl. LIBRARY. . ; . . . . .. (100.168 WTG 10) 

HEATTREATER2 . . . v ^V. ; . . . . (504.782 WTG 82) 

HELICOPTER PILOT . . ....... • • • • • (196.283 WTt? 77) 

(High School Teacher) s 

TEACHER, SEeONDARY SCHOOL . , (091. 228 WTG 44) 

(Highway Engineer) — — "r— — — ; ~ 

TRANSPORTATION ENGINEER . ..... . ... . . : . . ... ((305.081 WTG 53) 

(Histologist) - 

HISTOPATHOLOGtST . . . . . . (041.181 WTG 75) 

(Histology Technician) 

TISSUE TECHNOLOGIST . . (078:381 WTG 75J 

HISTORIAN. ■ . . . . . . . . . (052.088 WTG 31) . 

(Home Appliance Servicemgn) 

ELECTRICAL-APPLIANqE SERVICER. . . . . . (827.281 WTG 37) 

(Home Economics Teacher) 

TEACHER, SECONDARY SCHOOL : . (091.228 WTG 44) 

• HOME ECONOMIST .... . ^. ... (096.128 WTG 42) 

. (Horhe^conomist, Extension) 

COUNTRY Home-demonstration AGENT (096.i28wtg 42) 

(Homemaker-Home Health Aide) 

HOME ATTENDANT. . . . . ....... ... . . (354.878 WTG 93) 

HORTICULTURIST '. . . ... ... . ....... (040.081 WTG87) 

(Hospital Administrator) 

ADMINISTRATOR, HOSPITAL . (187.1 18. WTG 6) 

(Hospital Admitting Off leer) 

ADMITTING OFFICER I ...... . (237.368 WTG 16) 

(Hotel and Motet Clerk) . 

HOTEL CLERK .f. ... (242.368 WTG 19) 

(Hotel/Motel Maid)': , 

CLEAbMER, HOUSEKEEPING . . . . (323.8B7 WTG 52) 

(Hotel and Motel Manager) 

MANAGER, HOTEL OR MOTEL (187.1 18 WTG 6) 

(Hotel Bellman) • 

BELLHOP ... . . .... . . . ... . . : -t .... . . . (324.878 WTG 105) 

HOUSE BUILDER . . . ... . ..... . . . . ; .... ...... . . . . . (869.281 WTG 37) 

(House to House Salesperson) . ' 

SALES REPRESENTATIVE; pOORTO:DOOR . .>^, . ... . • (289.358.WTG 97) 

(Hunting and Fishing Guide) ' v 

GUIDE, HUNTING AND FISHING . . (45X868. WTG 104) 

(Ichthyologist) \ 

ZOOLOGIST 041 .081, WTG 87) . 

ILLUMINATING ENGINEER (003.081 WTG 53) 

(Illustrator, Fashion) 

, .FASHION ARTIST ; . . . (141.081 WTG 4) 

(ll|ustrator,^Medicar) 

ILLUSTRATOR. MEDICAL AND SCIENTIFIC (141.081 WTG 4) 

(Illustrator, Technical) 

TECHNICAL ILLUSTRATOR . . . .... . . i' . ; . (017.^81 WTG 56) 



Fourth Edition 
DOT Code Area — WTG # 



199.167-010 
■fOQ. 167-026 



05.03 
11.02 



504.682-018 


06.02 . 


196.263-038 


^05.04 ■ ■ 


1 

091.227-010 


11.02 


005.061-038 


05.01 


041.061-054 


02.02 


.078.361-030 


' , 02.04 


052.067-022 \ 


11.03 


827.261-010 


05^05 


091.227-010 ' 


11.02 


096.121-014 


11.02 


096.121-010 


10.02 


354.377;01A . 


10.03 


040.061/008 


02.02 


187,1 17:PyO 


1 1 .07- 


205,137-010 


07.04 ' . 


238.362-010 


07.04 






323.687-014 


. 05.12 


187.117-038 


^ 11.11 


324.667-010 


09.05 


869.281.014 


^ 05.05 


291.357^10 


Q8.02 


353.161-010 


. V 12.02 


041.061-090 


02.02 


003.061-046 


05.01 


141.061-014 


01.02 • 


1.41.061-026 


01.02 


017.281-034 


05^)3' . 




Si 



Brief Title : Third Edition 

DOT Title if different ^ . DOT Code ^ WTG * 

. (Industrial and Labor Relations Director) 
■■ DIRECTOR, INDUSTRIAL.REL-At'iPNS ............... (16B.1.18WTG 6) 

•|NbuSTfllAL bESIGNER . ; . , {142,08i.WTG 4) 

■'. INDUSTRIAL ENGINEER ... . . .. .... .:. , (012.188 WTG 59) 

INDUSTRIAL ENGINEERING TEGHNICIAN : . . . : . . . , (012.288 WTG 59) 

. INDUSTRIAL HYGIE'NIST . . ........ (079.1 88 WTG 59). 

. (Industrial Machinery Mechanic) 

MACHINE REPAIRER, MAINTENANCE (626.281 WTG.37) 

. .. 4Sf.- ■ ' .J ■■ ■ 

(Industrial Machinery Repairman) . ■ 

• MACHINE.REPAIRER, MAINTENANCE . . , . (626:281 WTG 37) 

INDUSTRIAL^TRUCK OPfeRATpR . . . •. ... . . . ..... : . . . (922.883 WTG 83) 

. INFORMATION CLERK . .... . /. . . . ; (237.368 WTG 16) : 

(Inhalation therapist): . 

RESPIRATORY THERAPIST ;. . . . , .S • ..... • • (079.368 WTG 92) 

(Instructor, Industrial) 

TEACHER, Industrial ARTS. . . . , . ... . ... , , (091.228 wtg 44) 

INSTRUCTOR, PHYSICAL EDUCATION . ... (153.228 WTG 47) 

' INSTRUCTOR, VOCATlOhJ^ALTRAINING . . . . . . . . (097.228 WTG 42) 

(Instrumental Music Teacher) 
. . TEACHER; MUSIC . .... . ... n. .. . : (152,028 WTG 1) 

INSTRUMENTATION TECHNICIAN . .... . (003.281 WTG 57) : 

INSTRUMENT MAKER. . . . . . v^. , ... •;. • (600:286 'WTG 80) 

■ (Instrument Maker II) 

INSTRUMENT- MAKER . . . '. . . . .,: . : . . (?p0.280. WTG 80) 

(Instrument Repairers) . 

.INSTRUMENT MECHANIC . . . : . . . (710.281 WTG 37) 

. (Instrument Repairman) 

INSTRUMENT MECHANIC . . . . . . ... . . ... (710.281 WTG 37) 

(Insulating Worker) 

CONSTRUCTION WORKER 1 . (863.884 WTG 39) 

^ — (Insurance Adjuster) 

CLAIM ADJUSTER . ......... . .. (241,168 WTG 74) 

(Insurance Agent) . ' 

V. SALES AGENT, INSURANCE . .... . , . : . . . . . (250.258:WTG 97) 

(Insurance Agent, Life) v / 

^ SALES AGENT/INSURANCE . . . . . . \ (250.258 WTG 97) > 

(Insurance Agent, Property and Liability) • 

SALES AGENTJNSURANCE . . ,V. . (250.258 WTG 97) 

INTERIOR DESIGNER . (142.0^,1 WTG 2) 

• : (Interior Designer, and' Decorator) 

INTERIOR DESIGNER (142.051 WTG 2) 

(Internal Revenue Agent) ' . - 

REVENUE AGENT . . . ; " (188.168 WTG 10) 

INTERPRETER ......... ... M . :• . (137.268 WTG 67) 



Fourth Edition 
DOT Code Area — WTG # 



ERIC 



-^ANffO n . .^.-^^---v^- 
JEWELER 

(Jewelry and Flatware Designer). 
^ INbUSTRIAL DESIGNER.. . ... . 



. v.- .-',-. . . .. (382.884 WTG 39) 
. . . /. . . (700.281 WTG 37) 



166.117-010 


11.05 


142.061-026 


01.02 


012.167-030 


05.01 


012.267-010 


05.03; 


079.161-010 . 


11.10 


626.281-010 


05.05 


626.281-010 


05.05 


. 921.683-050 • 


06.04 


^ 237.367-022 


07.04 


079.361-010 " 


• 10.02 


. 091.221-010 


11.02 


099.224-010 


11.02 


■ 097.227-014 


11.02 



152.021-010 


01.04 


003.261-010^ 


05.01 


.6dp.280-d'l0 


; 05.05 


600.280-010 


05 05 


710.281-026 


05:05 


710.281-026 


05.05 


869.664-014 


05.10 


24l'21:7-bl0 : 


1,1.12 


250.257-010 


08.01 


250.257-010 


08.01 


250.257-010 


08.01 


142.051-014 


01.02 


142.051-014 


' 01.02 


160.167-050 


11.06 


137.267-010 


11.08 


382.664-010 , 


. 05.12 



{i4i2.081 WTG 4) 

55 



700.281-010 



142.061-026 



01 .06 



01.02 



Brief Title • Third Edition Fourth Edition 

DOT Title if different DOT Code — WTG # DOT Code Area — WTG * 



jOb analyst . . .... . : . . 


........ '.^.''(166.088 WTG.31) 


166.267-018 


1'1.03 ' 


(Joint Financing Director) 


■" ■ / . ' ." . 


165.117-010 


11.09 




/•1 1 i 1 np \A/Trt 7P\ 


1 1 U 1 U f .*U 1 u 




KEYPUNCH OPERATOR ! . 


(213.582 WTG 23) 


203.582-030 " 


07,06 

■ <? ■ ■ • 


(Kindergarten Teacher). 

TEACHER, KINDERGARTEN . ...... ... . . 


.......... (092.228 WTG 45) . 


. -.^ 092.227-014 


'. 11.02 


■■■ ,. ■ ■ ■ . . ■ 

(Labor Arbitrator) ; . 




IRQ pny-fiio 


11 04 


LABORATORY TESTER'. . . . . 


. . (059.281 WTG 75) 


029.261-010 


02.04 


LANDSCAPE ARCHITECT 


. . ■ . (019.081 WTG 53) 


. : . 001.061-018 


o5.or 


LANDSCAPE gardener ; 


. . . .. .. . ... (407.181 WTG 72) 


408.161-OiO 


^ 03.01 


(LanCloCapS IVlal rucllal ILrC OU JJcfl 1 1 Icl lUCl 1 


, ..... . . ,.; . (407.137 WTG 33) 


406.137-010 


03.04 


(Lathe Operator, Automatic) 

UfTHE-OPERATOR, production". 


.... , ; (604.£i5 WTG 54) - 


604.685-026 


06.04 


. ... ...... . (842.781 WTG 38) 


^^842.361-010 


05.10 




(110.108 WIG 78) 


110.107-010 


11.04 


(Layout Artist/Man) . 
GRAPHIC DESIGrvlER . . . 


. . ..... . . (141:081 WTG 4) 


J41.061-P18 


■.01.02" 


•(Layout Man) ' 

LAYOUT WORKER 


. ....(600.381 WTG 37). 


600.281-018 


05.05 






783.iB84-026 


06.02 


LEGAL SJECRETARY 


. . . .. . . .. .... . (201.368 WTG 18) 


.201.362-010 • 


07.01 


(Letter Carrier) 

MAIL CARRIER . ; : . . ,.: ..... . : . . : . . : . . ^ . 


......... .' . (233.388 WTG 24) 


230.367-010 


07.05 , 


(Lexicographer) ; 
EDITOFH, DICTIONARY. .... . 


. . ... . . r. .- .(132.088 WTG ,112)' .;. 


; . 132.067-018; 


11.08 


LIBRARIAN ..... . . . . ^ ..... . . . . . ' : 


, : . " . :. . . (100.168: WTG 10)-" ; 


; \ ' ^" 100.127-014 


:i1.02 


(Librarian, Children's) 

CHILDREN'S LIBRARIAN . . .^ , . • . • • : • • 


: . (loo.ies wtg io)- ; 


^ .100.167-01.8 


11.02 


(Librarian, HigMSchool) " 
LIBBARIAN . . . . ; . , . : . 7. . . v; . . . ... ..r 


•■ v,.;. . . . . -(100:-i68WTG.lb) ■. 


100.127-014 ' 


' 11.02 


(Librarian, Music) 

MUSIC LIBRARIAN ................... 


, . ... . ... .. . : , (100:388 W.tG 24) 


100.367-022 • 


11.02 


(Librarian, Special); ' . 
. LIBRARIAN, SPECIAL LIBRARY. . . 


. . . .. (100.1 68 WTG .r0)' 


■ 100.167-026 


11.02 


LIBRARIAN, SPECIAL COLLECTIONS ... 


. .. ... . ; ; (10O.!1.68\A/TG 10) ' 


. IOCr.267-014 


11.02 


LIBRARY ASSISTANT . .^ ^ V-^ - • ^ • • - 


. ... .'•y-. ... . (249.368 WTG 16) • 


' 249.367-046 . 


11.02 


(Library Media Specialist) 

/ MEDIA SPECIALIST, SCHOOL LIBRARY. . . 




■ 100.167-030 


• 11.02 


(Library Technical Assistant) 

LIBRARY ASSISTANT . ............ . . . , . 


. , ; . (249.368 WTG 16) 


249.367-046 


11.02 


(Licensed Practical Nurse) 

NURSE, LICENSED.PRACTICAL . . . 


. .s : (079.378 WTG 92)" 


079.374-014" ■: 


10.02; 



Brief Title 
DOT Title If differerrt 



Ttiird Edition 
DOT Code — WTG * 



Fourth Edition 
DOT Code Area — WTG * 



(Life Insurance Agent) . 

SALES AGENT, JNSURANCE , , 


(250.258 WTG 97) 


. 250.257-010 ^ 


08.01 


(Liife Underwriter) 


....... (250.258 WTG 97) 


ifCf^ OCTF 

250,257-010 


08,01 


(Lineman) . ' • . ?" 




«821 .361-018 


05,05 






650.582-010 


Wry 




(191,118 WTG 7) 


191.117-034 


11,12 


(Literary VVriter) 

WRITER,.PROSE, FIGTION AND NONFICTION . . 


(1 30.088 WTG 11 2) . 


131.067-046 


01,01 


LITHOGRAPHIC PLATE MAKER 


(972.381 WTG 37) 


. ,972.381-010 r 


01,06 


LOAN OFFICER , . , . . , . . -r- • 


: (186.288 WTG 13) 


186.267-018 \^ 


1 1:06 


(Local Bus Driver) ^ 

BUS DRIVER , , , , : • . /. , . ..... ... . . 


.. .(91 3.463 WTG 110) 


913.463.010 ' 


09.03 


1 nr^l^C; MIT H 

LVjv^ixoivii in , , . . . ' . . . . 


/70Q Pfll WTG ?7\ 


709 281-010 


05.05 






910.363-014 


05,08 


(Logger) " • 

LOQGER, ALL-ROUND 


. (940.884 WTG 39) 

' ■ 


454.684-018^ 


,03.04 , 


(Machinery Repairman Maintenance) 

MACHINE REPAIRER, MAINTENANCE . 


(626.281 WTG 37) 


626.281-010 


05.05 


(Machine Tender, Production) 

PRODUCTION-MACHINE TENDER ........... 


(609.885 WTG 84) 


609.685.018 


06.04 


(Machine-Tool Operator) 

. PRODUCTION-MACHINETENDER . . . 


... (609.885 WTG 84) 


609^85^018 r ■ 


06.04 


MACHINIST . . . . 


....... (600.280 WTG 80) 


600,280-022 ^ 


05,0K > 


(Machinist, All-Round) 


(600.280 WTG 80) 


600,280-022 


05,05 


..(Machinist I) 

MACHINIST ; . . . . ... . . . . . . . . . 


....... (600.280 WTG 80) 


600,2o0'022 


05,05 


MAIL CARRIER. . . . .T. . . 


(233.388 WTG 24) 


230,367-010. 


07.05 


MAIL CLERK ... 


(^1.588 WTG 29) 


209,587-026 


07.05 


■ (Maintenance Electrician) 

ELECTRICAL REPAIRER. . 


. (829.281 WTG 37) 


829,281-014 


05,05 


-'(M"ale Secretary) _ • 

SECRETARY.. 


(201.368 WTG 18) 


♦ 

201,362:030 


07,01 


MAKIAGEMENT TRAINEE 


(189.168V\/TG 10) 


•189,167-018 


11,05 


(Manager, Bowling Center) 

MANAGER, RECREATION ESTABLISHMENT . . 


(187:168 WTG 10) 


187,117-042 


11,11 


MANAGER^ TRAFIilC, . ; 


....... (184.168 WTG 10) 


184.167-094 


11.05 


MANlbURIST . 


. . . . (331.878WTG105) 


, 331.674-010 


09.05 


MANUFACTURERS' REPRESENTATIVE 

. ■ ■ . .) 


....... (289. 158 WTG 95) 


279.157-010 


08:02 


(Mai'ine Engineer) 


(197.1 30 WTG 33) 


. 197.130-010 


05.06 


(Mcirine Mechanic and Repairnnan) 

IVTACHINIST, MARINE ENGINE- . . ... 


..... (623.281 WTG 37) 


623.281-026 


05.05 


(Marketing Researcher) 




.050.067-014 


11.06 


(Marketing Research Worker) 
• MARKET RESEARCH ANALYST 1 . . . 


(050.088 WTG 31) ' 


050.067-014 


11.06 



Brief Title 
DOT Title If different 



Third Edition 
DOT Code — WTG # 



Fourth Edition 
DOT Code Area — WTG # 



ERIC 



MATERIAL HANBL^B ..... . .•; • ■ • • • • •••••• (929.887 WTG 52) 

(Material Handling poordinator) 

MATERIAL COORDINATOR „. (221.168 WTG 17) 

(Material Handling Engineer) . . v ' 

MATERIA^. COORDINATOR . (221.168 WTG 17) 

MATHEMATICAL TECHNICIAN^ . . . . (020.188 WJG 88) 

MATHEMATICIAN .. . ....... ., /Y . .' . ......... . . . . .... (020.088 WTG 88) 

MEAT CUTTER .......... . . . . . . . . ......... . . . . .. . (316.884 V^TTG 39) 

(Meat Cutter, Retail) ^ . 

MEAT CUTTER . ■ . . • • • ...(316.884 WTG 39) 

(Meat Inspector) » ■ ' 
VETERINARY-MEAf INSPECTOR .'. (168.284 WTG 76) 

(Meat and Poultry Food Inspector) => . ° 

VETERINARY-MEAT INSPECTOR ....... (168.284 WTG 76) 

MECHANICAL ENGINEER^. . . • (007,081 WJG 53) < 

MECHANICAL-ENGINEERING TECHNICIAN . ... (007.181 WTG 57) 

(Mechanic, Truck & Bus) , ' 

AUTOMOBILE MECHANIC . . . • • . • (620.281 WTG 37) 

MEDICAL ASSISTANT "■ ■ ■ ■ (079.3,68 WTG 92) 

(Wledical Illustrator) 

ILLUSTRATOR,.MEDICAL AND SCIENTIFIC .......... (141.081 WTG 4) 

(NJedical Laboratory Assistant) 

MEDICAL LABORATORY TECHNICIAN .• (078.381 WTG 75) 

(ivfedical Librarian) 

IBRARIAN. SPECIAL LIBRARY. (100.163 WTG 10) 

(MeVlical Office Assistant) 

SBGH^TARY (20,1.362 WTG 18) 

(Medical Record Administrator)' , ' . 

MEDICAL RECORD TECHNIICIAN ... (100.388 WTG 24) 

(Medical Record Librarian) 

MEDICAL RECORD TECHNICIAN ....... (100.388 WTG 24) 

MEDICAL TECHNOLOGIST .. .V- ; .-....(078.281 V^G 75) 

MEMORIAL DESIGNER (148.081 WTG 4) 

(Merchandise Displayer) . 

DISPLAYER, MERCHANDISE (298.081 WTG 4) 

(MGSSGDQGr) a . 

deliverer: OUTSIDE .(230.878 WTG 106) 

(Messenger and Officer Helper) 

DELIVERER, OUTSIDE ....... .(230.878 WTG 106), 

(Metal Patternmaker) . ' ....^^ 

. PATTERNMAKER, METAL .......................... (600.280 WTG 80) 

(Meteorological Technician) 

WEATHER OBSERVER. (025.288 WTG 60) 

METEOROLOGIST .. . (025.088 WTG 88) 

METER READER (239.588 WTG^Q) 

MICROBIOLOGIST. . . .... %. . (04i:081 WTG 87) 

MILLINER ...... . . ... • • (784.281 WTG 37) 

MILLING-tVlACHINE OPERATOR, PRODUCTION ....... . . (605.885 WTG 84) 

. (Millman, Woodworking) 

MACHINIST, WOOD. . ...... (669.380 WTG 80) 

MILLWRIGHT . : . . . (638.281 WTG 37) 



929.6S7-030 


.05.12 


221.167-b'14 


05.09 


221.167-014 . 


05.09 


020 016-010 


11.01 


020.067-014 


02.01 


316.6.84-018' 


•05. 10- 


316.684-018 


05.10. 


yji o. tO*4-u ju 




073.264-010 


02.03 


007 061-014 


05.01 


007.161-026 


05.01 


620.261-010 


05.05 


079.367-010 


10,03 


141.061-026 


01.02 


078.381-014 . 


02.04 


100.167-026 


" :11.02 


201.362-030 


07.01 


07Q ?67-014 


07 OS 






. 078.361-014 


02.04 


.142.061 -030- 


01.02 


2^8.081-010 


01.02 


230.667-010 


07.07 


230.667-010 


07.07 


600.280.050 


; 05.05 


U^O.^D/ -U 1 




025.062-010 


02.01 


209,567-01 0 


05.09 


041:061-058 


02.02 


784.261 -O10" 


01.06 


605.685-030 


06.04 


669.380-014 


. 05.05 


638.281-018 


05.05 



55 



Brief Title 
DOT Title if different 



Third Edition 
DOT Code — WTG # 



Fourtii Edition 
DOT Code Area — WTG # 







'939.281-010 


• 05.11 






010.0^1-014'~^ 


05.01 


(Missionary) ^ 


(120.108 WTG 32) 


120.007-010 


10.01 


(Mobile Home Installer) 

IMCTA 1 1 CD 


ffiOfi fi84 WTG 39V 


869 684-026 


06.02 


(Mobile Home Repairer) 

Dirr>AIDiCrD Kil A Kll A /^Tl IDCf!^ Cil lll PMKiriQ 






05 10 




^9Q7 RfiR WTfi 71V 


PQ7 fifi7-014 


^ ' 01.08. 






.518.361-010 


. 06.01 


(Motion Picture Producer) 




187.167:174 


01.01 


MOTION P^CTURE PROJECTIONIST. 


.(960!382 WTG 108) 


960.362-010 


05.10 


MOTORCYCLE REPAIRER . 


. . . : . (620,281 WTG 37) 


620.281-054 


. 05:05 


^Moving niciure nrojcLfiiuiiioi;.. 

MOtlON-PieTUFiE PROJECTIQNIST . . . 


: . . . . (960.382 WTG 108)" . 


960.362-010 


05.10 


MUFFLER INSTALLER 


... . . \0\J 1 .00*T VV 1 O OiJ) 


R07 664-010 


05.10 


K < 1 ■ W lAKl llkir^*rr)lli^Ar*KI*T*AI 




152 041-010 


01.04 




> ■■ 

/inn '^RRW/Tfi 




1 1.02 


(Music Teacher, School) 


(152.028WTG1) ^ 


152.021-010 


01.04 




..... (079.128 WTG 91) 


076.127-014 


10.02 




. (041.081 WTG 87) ' 


041.061-062 - 


02.02 



(Naval Architect) , _ "\ . _ „^ ^ 

ARGHfTEGT. MARINE . . . ^ . .^^^^TT. (001.081 W|G 53) 001.061-014 05.01 

(Newspaper Editor) " . . 

EDITOR, NEWSPAPER ^ ...... . (132.018 WTG 1 1 1) 132.017-014 11-08 

(Newspaper Reporter) , ■ 

REPORTER (132.268 WTG 113) ^ '. 131.262-018 11-08 

(News Photographer) ' '"T 

PHOTOJPURNALIST (143.062 WTG 3) 14<^.062-034 . 01.D2 

NUCLEAR ENGINEER (015.081 WTG 53) 015.061-014 Q5.01 

NURSE AIDE. ...... ., (355.878 WTG 93) ' . 355.674-014 ,10.03 

NUftSE'ANESTHETIST (075.378 WTG 92) , , 075.371-010 .. 10-02 

NURSE, LICENSED PRACTICAL . : . ............. . . . , (079.378 WTG 92) 079.374-014 10.02 

(Nurse, Man) - . 

NURSE, GENERAL DUTY .. (075.378 WTG 92) 075.374-010 10.02 

(Nurse, Psychiatric) ^ 

NURSE. GENERAL DUTY ....... . (075.378 WTG 92) . 075.374-010 ' 

(Nurse, Public Health) — - , 

NURSESTAFF. COMMUNITY HEALTH.,... (075.128 WTG 40) - 075.124-014 , 10.02 

(Nurseryman) • . 

; MANAGER, NURSERY...-. (406. 168 WTG 10) 180.167-042 03.01 

(Nursery School Teacher) . * ' , \,„„o 

NURSERYSCHOOLATTEND>ekNT .......... (359.878 WTG 93) 359.677-016 10.03 

NURSE, ScflOOL (075.128 WTG 40) 075.124-010 10.02 



10.02 



Brief Title r . .* Third Edition " Fourth Edition 

DOT Title if different - / DOT Code — WTG # DOT Code Area - WTG # 



(Occupational/Industrial HejSilth Nurse) 

NURSErSTAFF, OGCUPATIONAL HEALTH 
NURSING v.,.. ....... 

■ OCCUPATIONAL THERAPIST .... 

(Occupational Therapy Assistant) 
OCCUPATIONAL THERAPY AIDE 

(Office Boy) . , , , - 
OFFICE HELPER . . 

(Office MachineServiCeman) ' . 
.OFFICE MACHINE SERVICER . . . ., 

(Office Manager) 

MANAGER, OFFICE .*.....■...::;...... 

(Offset Pressijian) 
■ OFFSET. PRESS'OPERATOR 1 ... . . 

(Oil&Gas Driller) 
ROTARY DRILLER . 

OPERATING ENGINEER ....... 

(Operating Room Technician) ' . 

SURGICAL-TECHNICIAN .......... . 

OPERATIONS RESEARCH ANALYST . . . 

OPHTHALMOLOGIST V. . . . . ...... 

(Optical Technician) ' ' 



PAINTER 



PALEONTOLOGIST 
PAPERHANGER. . 
(Parl^ing Attendant) 




PATTERNMAKER, METAL . ..... . . . 

PATTERNMAKER, WOOD ..... I . . . : . . . . 

(PBX Operator) 
. . TELEPHONE OPERATOR 

ERIC / - 60 



(075.378 WTG 92) 


^ 075,374-022 


; 10.02 


(079. 128 WTG 91) 


076.121-010- 


10.02' 


, (075.368 yVTG 92) 


^ 355.377-010 


10.03 


(230.878 WTG 106) 


239.567-010 


07.07 


; . (6;i3.281 WTG 37) 


- 633.281-018 


i 05.05 


, (169.168 WTG'iO) 


169.167-034 


07.01 


. (651 .782 WTG 82) 


651.482-010 


05.05 


. (930.782 WTG 82) 


930.382-026 


05.11 


(859.883 WTG 83) 


' . 859.683-010 


05.11 


^n7Q wrr; 

^Uf%?.OfOVVIV3%3^^ 


■ ■ / 

n7Q '^7/1 099 


1 U.UO 


/n9n riRR VA/xr; 

^U^U.UOO VV 1 O OO) 


'non nR7 nip 


11 ni 


|Uf U. \\jO vv*i o yvjj 


1 u 1 -vjoo . 




(675.380 WTG 80) ■ ( 


^ .716.382-018, 


\ 06.02 


(71.3.381 WTG 37) 


.713.28(5'-008 


05.05 


. (079. 108 WTG 90) 


079.101-018 


02.03 


(355.878 WTG 93) 


355.674-018 


r 10.03 


(072.108 WTG 90) 


072.101-022 


02.03 


(079.378 WTG 92) 


079.371-014 


10,02. 


(07 1. 108 WTG 90) 


,071.101-010 


02.03. 


... \ 
^..(01 9.187 WTG 58) . 


019.187-010 . 


05.03 


. (840.781 WTG 38) 


840.381-010 


05.10 


(144.081 -WTG 4) 


•144.061-010 


, 01.02 


(970.381 WTG 37) 


970.381-026 


01.06 


(741.887\C/TG 52) 


7^41.687-018 


06.04 




024.061-042 


02.02 


. (t34l./t3l vy .1 va ooj 


Oyii '^oi riih 


UO.UD 


(915.878 WTG 105) ■ 


915.473-010 " 


09.04 


(915.878 WTG 105) 


915.473-010 


. 09.04 


(099.228 WTG 44) 


049.127-010 


11.07 


. (IDy.lDO Vv 1 O f 4j 


. loy. ioa -U4^ 


' c\A no 


(188.168 WTG 10) 


188.167-062 


04.01. 


(070.081 WTG 87) 


070.061-010 


02.02 


. (600.2k WTG 80) 


600.280-050 


. 05,05 


(661.281 WTG 37) 


661,281-022 


- 05.05 


(235.662 WTG 30) 


235.662-022^ 


. .07:04 



57. 



Brief Title Third Edition • Fourtli Edition 

' ^ DOT Tflle if different ^OOT Code ^ WTG » DOT Code Area — WTG * 

: PEDIATFllCiAN ......... . : . , . . , . :*. . f: i . . . • • • (070.1 Off "\i«^G '90) 

(Personnel Supervisor) ' 
MANAGER. PERSONNEL ,. . • • • ^ • (t66.118 WTG 6) 

(Pest Control Operator) "i , . -v , ' 

EXTERMINATOR V/ . . i ^.884 WTG 39) 

PETROLEUM engineer'. .. ....... .■.(010-081 WTG 53) 

(Pharmaceutical Sales Representative) . 

SALES REPRESENTATIVE, CHEMICALS AND y -< .:- ' 

DRUG'S .... .'. '. . ... . . . - . . .. (266:^58 WTG 97) 

. PHARMACIST. . ; .......... ..... ..... •■••'•'• • • • (074!l81 WTG 75) 

PHARMACOLOGIST . . . . . . . ... ..•5'.: (041.081 WTG 87) 

PHOTOENGRAVER 1 . . . . . ....... ... . . . . . .. . :;:(97.1..381 WTG 37) 

PHOTOGRAMMETRIST .... . . . . . (018.281 VVTG 56) 

(Photographer, Commercial) : . ' J 

• PHOTOGRAPHER, STILL ...... ... . -. . . . ..... . . . (143.062 WTG 3) 

(Photographer, News) '. ;~ . 

PHOTOJOURNALIST .... :\ : ........ . . , . . . , . / (143.06,2 WTG 3) 

• (Rhotoqraphic Equipnierit Repair Technician) 

CAMERA REPAIRER ... . . . .r ". . • ■ . - ......... (714.281 WTG.37) 

(Photolithographer) 

. "PHOTOGRAPHER, LITHOGRAPHIC . . . . .(972.382 WTG 108) 

(Physical Education Instructor) 

INSTRy^OR, PHYSICAL EDUCATION- . . . (153.228 WTG 47) 

(Physical Education Teacher) 
-INSTRUCTOR. PHYSjCAL EDUCATION .............. (1 53.228 JeCVTG 47) 

PHYSICAL THERAPIST ..: , ... ........ (079.378 WTG 9^) 

(Physician) - 

GENERAL PRACTITIONER . ... . (070.108 WTG 90) 

(Physician, Osteopathic). , . , ' * 

OSTEOPATHIC PHYSICJAN. . ......... (071.108 WTG 90) 

(Physician's Assistant) 

MEDICAL ASSISTANT. (079.368 WTG 92) 

PHYSICIST . . . . . . (023.081 wtgb?) 

(Physiologist, Animal) 

■ PHYSIOLOGIST . (041.081 WTG 87) 

PIANO TUNER . . . . . (730:381 WTG 37) 

(Pilot, Commercial Airplane) - 

AIRPLANE PILOT, COMMERCIAL - . . ...C . . . . . ... . (196.283 WTG 77) 

(Pilot, Helicopter) 

HELICOPTER PJLOT .. . . - . (196.283 WTG 77) 

(Pipefitter and Steamfitter) . • 
PIPE FITTER . ,. . . .• (862.281 WTG 37) 

PLANT PATHOLOGIST (041.081 WTG 87) 

PLASTERER . . ^ . ■ . . . . • • ■ • • • (842.781 WTG 38) 

(Piatemaker, Lithographic) 
'• LITHOGRAPHIC PLATE MAKER (972.381 WTG 37) 

PLAYWRIGHT. ./V-r . . . . (131. 088 WTG 112) 

■ PLUMBER (862.381 WTG 37) 

'PODIATRIST'. . . .• (079.108 WTG 90) 

POLICE AIDE ........ (249.588 WTG 29) 

POLICE OFFICER I ... . . . . ! . . .'. ... . . . ■ (375.268 WTG 74) 

ERIC ' 



070.101-066 • 


02.03 


166.117-018 


11.05 


389.684-010 


05.10 


010.061-018 


05,01 


262.357-010 


• 08.01 • 


074.161-010 


02.04 


041.061-074 


02.02 


971.381^022 


01.06 


018.261-026 


• 05.03 


143.062-030 


01.02 


143.062-034 


01.02 


714.281-014 


05.05 ; 


972.382-014 


01.06 


099.224-010 


11.02 


099.224010 


11.02 


076.121-014 


10.02 


070.101-022 


. 02.03 


071.101-010 


02.03 


n'rn oc7 r^nn 


1 n n'i 

lU.UO 


023.061-014 


02.01 


041.061-078 


02.02 


730.361-010 


05.05 


196.263-014 


05.04 


lyb.^bo-Uoo 




862.261-010 


05.05 


041 .Up i-Uob 


no no 


o42.ob'l-Ulo 


nR hf^ 


972.381-010 


01.06 


131.067-038 


- 01. OJ , 


862 381-030 


05.6'5 


079.101-022 


02.03 


243.362-014 


07.04 


375.263-014 


04.01 . 



1 Brief Title 
J)OTTitle if different 



Third Edition 
DOT Code WTG # 



Fotirth Edition^ ' 
DOT Code Area — WTG # 



(Policewoman) > 

POLICE OFFIpeR I . (375,268 WTG 74) 

POLillCAL SCIENTIST . (051.088 WTG 31) 

(Postal Clerk) 

POST OFFICE CLERK (232.368 WTG 20) 

POSrOF>IQE CLERK (232.368 WTG 20) 

(Poultryman) , 

POULTRY FARMER (412.181 WTG 72) 

(Power Shovel-Crane Operator) 

POWER SHOVEL OPERATOR . > (850.883 WTG 83) 

(Power Truck Operator) 

INDUSTRIAL TRUCK OPERATOR 



(Presser, Shirt) 
SHIRT PRESSER 



(922.883 WTG 83) 
(363.885 WTG 84) 



(Presser, Women's Garments) . , 

PFiESSER, FORM ....... . . . .... (363.885 \/*TG 84) 

(Press Photographer) 

PHOTOJOURNALIST . . . . . . . (143.062 WTG 3) 

(Priest) • 

CLERGY MEMBER .'. ..... ...... (120.1 08 WTG 32) 

(Principal, School) ' 

^ PRINCIPAL . (091>118WTG6) 

(Prtvate Switchboard Operator) ■ . 

TELEPHONE OPERATOR (235.862 WTG 30) 

PROBATION OFhCER . . . .. . . . . . (195.108 WTG 32) 

(Product Demonstrator) 

" DEMONSTRATOR (297.458 WTG 97) 

PRODUCTION MACHINE TENDER ........ . .... • • ■ ..' (609.885 WTG 84) 

PROFESSIONAL ATHLETE .............. .... j^(153.348 WTG 68) 

(Progtam Director, Radio and TV) 

DIRECTOR, PROGRAM (164.168 WTG 10) 

(Programmer) 

PROGRAMMER, BUSINESS .. (020.l\8WTG 88) 

PROOFREADER ........ (209.68^6629) 

(Prdof reader t) ■ . . ^ ■ ■ [\ 

PROOFREADER . (209.68^j«TG 29) 

(Property and Liability Insurance Agent) , 

SALES AGENT, INSURANCE ... (250.258 WTG 97) 

PROSTHETIST (078.368 WTG 92) 

(Prosthetist-Orthotist) . 

, PROSTHETIST . . : . •. (078.368 WTG 92) 

-PSYCHIATRIC AID . . . *. . (355.878 WTG 93) 

'{Psychiatric Social Worker) 

.. SOCIAL WORKER, PSYCHIATRIC • • (195.108 WTG 32) 

PS>YCHIATRIST . . .^ ....................... (070.10^ WTG 90) 

PSVCHOLOGIST, CLINICAL. ... . .\ . . (045.1 08 WTG 32) 

PSYCHOLOGIST, SCHOOlT ..... . .'. . (045.108 WTG 32) 

•(Public Health Nurse) , • , 

NURSE, STAFF, COMMUNITY HEALTH (075.128 WTG 40) 

(Public Health Sanitarium) 

SANITARIA*!. (079.1 18 WTG 6) 



375.263-014 ; 


•04.01 


051.067-010 ' 


11.03 


243.367-014 


07.03 


243.367-014 


07.03 


411.161-018 


'03.01 , 


85p.683-030 


05:11 


921.683-050." 


06.04 






363.685-026* 


06.04 


363.685-018 


06.04 


143.062-034" 


01.02 


120.007-010 


10.01 


099.117-018 


11.02 


235.662-022 


' 07.04 


J 95.1 67-034 


10.01 


297.354-010' 


• 08.02 


609.685-018 


06,04 


153.341.010 : 


12.01 


184 167-Q30 
^ 8 . 0^30 


1 1 .05 


020.162-014 


11.01 


209.387-030 


07.05 


209.387-030 


07.05 


250.257-010 


08.01 


078.261-022 


05:05 


078 261-022 




355.377-014 


10.03 


195.107-034 


10:01 


070.107-014 


' . 02.03 


045.107-022 


10.01 


045.107-034 


10.01 


d75.124-014 "r 


10.02 


079.1.17-018 


11.10 



ERIC 



e2 



/ 
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Brief Title Third Ecjitlon 

DOT Title If different DOT Code ~ VVTG » 

■ : — ~- — ' '~ — — '■ * — — — ~ '' ~: — ^ — ' '' 

(Putlic Librarian) 

* . LIBRARIAN . !\ ... :. • ■ • ■ •.• • ••. (100-168 WTG 10) ^ 

(Public Relations Officer, College) „;.„^„.v 
PUBLIC RELATIONS REPRESENTATIVE (165.068 WTG 94) . 

. (Public Relations Secretary) . ' ^o. 
SECRETARY (210.368 WTG 18) 

(Public Relations Specialist) 

PUBLIC-RELATIONS REPRESENTATIVE (165.068 WTG 94) 

(Public Relations Worker) /^^>„^„..,-r^n^T7 
PUBLIC-RELATIONS REPRESENTATIVE . ............ (1651068 WTG 94)^ 

PUNCH-PRESS OPERATOR 1 • (615.782 WTG 82) 

PURCHASING AGENT. . . . . ...... (162.158 WTG 95) 

■y ■ . , . ■ ■ • 

QUALITY-CONTROL ENGINEER •. . . . : ! : (012.188 WTG 59) 

^"clergy member. ; . . . . .-. • • • . (120.1 08 WTG 32) ; 

RADIATIOI^ MONITOR (199.187 WTG 76) 

{Radio and Television Announcer) N .. 

■ At^NOUNCER . . . . ... ....... (159.1 48 WTG 67) 

(Radio atid Television Serviceman) : ' ' „...„^o-,v 

TELEVISION-AND-RADIO REPAIRER (720.281 WTG 37) 

(Radio and Television Serviceman) r,. ^^,Tr^ n■7^ 

TELEVISION-ANDrRADIO REPAIRER ... (720.281 WTG 37) 

(Radio and TV Tinr»e^aJespers6n) 

SALES-REPRESENTATIVE, RADIO AND - 
TELEVISIONTtIME • (253.358 WT6 97) 

^"SlGfNEBJfN-CHARGE, TRANSMITTER (003.187 WTG 58) 

(Radio-TV Service Technician) . xV - on. .A,Tr> o-tn 

TELEVISION-AND-RADIO REPAIRER .-r,. ...... (720.281 WTG 37) 

.RADIOGRAPHER (199.381 WTG 75) 

.RADIOLOGIC TECHNOLOGIST (078.368 WTG 92) 

RADIOLOGIST (070.108 WTG 90) 

(Railroad Brake Operator^ ooo hh^^ 

^ BRAKE OPERATOR K" .(617.380 WTG 110) 

- (Railroad Conductor) ...-rr- 
CONDUCTOR, PASSENGER CAR . • • • (198.168 WTG 10) 

(Railroad Dining-Car Waiter) /o. . ovo xA/Tr int;\ 

WAITER/WAITRESS, DINING CAR.,. . : . .(311.878 WTG 105) 

. (Rangeland Specialist) \ m/in nfii wtr R7V 

RANGEMANAGfR . . • ■ • • • (040.081 WTG 87) 

. . (Real Estate Agent) ■ ,oKm£;o wrr ci7\ 

SALES AGENT, REAJ^ST ATE ..... . . • (250.358 WTG 97) 

(Real Estate Appraise)^. . - mqi obt wrr 7R\ ' 

APPRAISER, REAL ESTATE ^ ................. . (191 287 WTG 76) 

RECEPTIONIST (237.368 WTG 16) 

RECREATIONAL THERAPIST . . . . . . . ... • ......... (079.128 WTG 91) 

RECREATION-FACILITY ATTENDANT . . . . . . (341.368 WTG 19) 
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" Fourth Edition 
DOT Code Area -^WTG ^ 



10(5.127-014 

165.067-010 

201.362-030 

165.067-010 

165.067-010 
, 615.482-022 
162.157-038 



012,167-054 



120.007-010 
199.167-010 

159.147-010 

720.281-018 

720.281-018 

259.357-0T8 \ 
.003:167-034 

720.281-018 . 

199.361- 010 

078.362- 026 
070.101-090 

617.360-010 

198.167-010 

-311 '477-022 

040.0^V046 

250.357-018 

19V26y-010^ 
237.367-038 
076.124-014 
341.367-010 



11.02 
t1.09 
07.01 
11.09 

:ii.o9 

06.02 
1 1.05 



05.01 



10.01 
05.03 

01 .03^- 

05.10 

.05.10 

08.01 

05.01 

05.10 
05!03 
10.02 
02.03 

06.02^ 

.li.li 

09.04. 

02.02 

. 08.02 

11.06' 
07.04 
10.02 
07.04 



Brief Title ' - ' Third Edition 

DOTTitle if different . DOT Code — WTG # 

RECREATION LEADER . . .T.^ . (195.228 WTG 46) 

(Recreation Leader) 

DIRECTOR, RECREATION CENTER ..1^. . : .•. . . (195.168 WTG 10) 

REFRIGERATION MECHANIC . . . ... . . .y! . ' . . . . . . . . (637.281 WTG 37) 

REGISTRAR, COLLEGE OR UNIVERSITy : (090,168 WTG 6)" 

(Rehabilitation Counselor) ^sJ 

COUNSELOR ..........^ (045.108 WTG 32) ; 

(Religious Education Director) 

DIRECTOR, RELIGIOUS EDUCATION . . . , ...... . . , (129.108 WTG 32) 

•pEPd^TER . ..... . . . /.(1 32.268 WTG 113) 

(Restaurant Host/Hostess) ^ 

HOST/HOSTESS, RESTAURANT (310.868 WTG 104) 

(Restaurant Manager) ; / 

MANAGER, FOODSERVICE......,...:. . . (187.168 WTG 10) 

(Retail Butcher) 

MEAT CUTTER , . . . . . . ......... (316.884 WJG 39) 

(Retail Clothing Salespeople) . ;> ^ 

SALESPERS.ON, GENERAL MERCHANDISE (289.458 WTG 97) 

(Retail Salespeople) • 

SALESPERSON, GENERAL MERCHANDISE .......... (289.458 WTG 97) 

RIGGER . . . . ... /. .\ . .... ......... (921.280 WTG 80) 

"(Roman Catholic Priest) 

CLERGY MEMBRR; . . (120.108 WTG 32) 

ROOFER .\ ..... ; . ....... . . . : . . . (866.381 WTG 37) 

(Room Clerk) 

HOTEL CLERK (242.368 WTG 19) 

(Route Salesman) *' 

; DRIVER, SALES ROUTE . (292.358 WTG 97) 

(Routeworker) 

DRIVER, SALES ROUTE ..... . . . . (292.358 WTG 97) 

SAFETY ENGINEER. . . . . .... (012.081 WTG 53) 

SALES AGENT, REAL ESTATE (250.358 WTG 97) 

SALES CLERK \ . (290.478 WTG 102) 

(Sales Demonstrator) ' 

DEMONSTRATOR (297.458 WTG 97) 

.(Sales Manager) V 

MANAGER, SALES . . . . . . . rrr . . • (163.118WTG6) 

(Salesman, Automobile) 

, SALESPERSON, AUTOMOBILES ; (280.358 WTG 97) 

(Salesman, General) ;r 

SALES REPRESENTATIVE, GENERAL 

. MERCHANDISE (289.358 WTG 97) 

(Salesman, Grocery Products) - 

SALES REPRESENTA^TIVE, E^OOD PRODUCTS .... . . (262.358 WTG 97).: 

(Salesman, Manufacturers') , . 

MANUFACTURERS' REPRESENTATIVE , (289.158 WTG 95) 

(Salesman, Manufafcturers' and Wholesale) 

MANUFACTURERS' REPRESENTATIVE . . . ......... (289.158 WTG 95) 



Fourt^ Edition 
DOT Code Afea — WTG * 



ERLC 



S4 



195.227-014 


• 11.07 


195.167-026 


11.11 


637.261-026 


05.05 


090.167-030 


11.05 


045.107-010 


10.01 


129.107-022 


.11.02 




11 OR 


O 1 U. lot 'U i u 






1111 
11.11 


316,684-018 


05.10 


279.357-054 


08.02 


279^357-054 ' 


' 08.02 


921.260-010; 


05.11 


. .^ 




120.007-010 . 


10.01 


'866.381-010 


05.10 


238.362-010 


07.04 


292.353-010 


08^02 


^92. 353-0 10 


.08.02 


012.061-014 


05.01 


250.357-018 


08.02 


290.477-014 


. '09.04 


297.354-010 


08.02 


163,167-018 


11.05 






273.353-010' 


08.02 


97Q '^'^7-014 




260.357-014 


0^,02 


279>1 57-010 ■ 


08.02 


279.157-010 


08.02 







61, 



Brief Title Third Edition 

DOT Tttle if different DOT Code — WTG # 

(Salesman, Radio &TV Broadcast Time) 
SALES REPRESENTATIVE, RADIO AND 

TELEVISION TIME ..... r .... .. . .. . ................ (253.358 WTG 97) 

(Salesman, Real Estate) / ' 

SALES AGENT, REAL ESTATE . , . ........ (250.358 WTG 97) 

(Salesman, WholesaleTrade) 

SALES REPRESENTATIVE, GENERAL 

MERCHANDISE (289.358 WTG 97) 

(Sales Marketing Manager) ' • 

MANAGER, SALES (163.118WTG6) 

(Salesperson, Advertising Space) 

SALES REPRESENTATIVE, ADVERTISING . . . . ; (258:358 WTG 97) 

(Salesperson, Drugstore) 
, SALESPERSON, GENERAL MERCHANDISE .... . . (289.458 WTG 97) 

(Salesperson, Hardward) ^ 

SALESPERSON. GENERAL HARDWARE (276.358 WTG 97) 

(Salesperson, House-to-House) 

SALES REPRESENTATIVE, DOOR-TO-DOOR . ..... (289:358 WTG 97) 

(Salesperson, Securities) . ^ . 

SALES AGENT, SECURITIES ... (251. 258 WTG 97) 

(Sales Promotion Manager, Retail) 

MANAGER, ADVERTISING (164.1 18 WTG 6) 

SANITARIAN. . . ... (079.1 18 WTG 6) . 

SANITARY ENGINEER . '. . . , . . . .... ..... (005.081 WTG 53) 

(Scene Designer) 

■ SET DESIGNER ,. . . ' ■ (142.081 WTG 4) 

(School Counselor) - . 

COUNSELOR .. ........^3:...... . . (045.108 WTG 32^ 

(SchbolJanltor) - 

JANITOR : .............. . (382.884 WTG 39) 

(School Nurse) 

NURSE, SCHOOL. . . . (075.128 WTG 40) 

(School Psychologist) 
. - PSYCHOLOGIST, SC»IOOL ..... . . , . .•. .v.. . . ... . (045.108 WTG 32) 

(School Superintendent) 

SUPERINTENDENT, SCHOOLS ......... ,r . ... ..... (091.1 18 WTG 6) 

(Science Teacher, High School) --^ 

TEACHER, SECONDARY SCHOOL . . ; . . . . ... . . .... (091.228 WTG 44) 

(Science Writer) 

WRITER, TECHNICAL PUBLICATIONS ............... (139.288 WTG 61) 

(Seafarer, Able) 

ABLE SEAMAN...... . ...... ^ ■ V. ... (911.884 WTG 39) 

(Secondary SchobI Teacher") 

TEACHER, SECONDARY SCHOOL .. . ; J . . . (091.228 WTG 44) 

SECRETARY . . ..... . . . . . (201 .368 V\n-G 18) 

(Secretary, Bilingual) - 

. SECRETARY ............ . . . ... ;'.;........> (201.368 WTG 18) 

(Secretary, L^gal) 

LEGAL sicRETARY (201.368 WTG 18) ' 

(Secretary, Male) . 

SECRETARY/.;.//. (201.368 WTG 18) 

(Secretary, Public Relations) ^ 
- SECRETARY . .;. 4 . : (201.368 WTG 18) 

ERIC ■ 65 



Fourth Edition 
DOT Code Area — WTG # 



259.357-018 r 


08.01 : 


/ 250.357:018 n 


08.02 " 


279.357-014 . 


. 08.02 


163.167-018 ; . 


11.05 


254.357-014 


08.01 


279.357-054 


08.02 


oTo OC7 f\cr% 

279.o57-0oU 


08.02 


291.357-010 


08.02 


251.157-010 , 


11.06 


■ 164.117-010 


■ 11.09, 


" - ,.079.1 17-0^8. , 


r li,l6^ . 


005.061-030 


05.0K 


' 142.061-050 


01.02 


' 045.107-010 


'. 10.01 


^ 382.664-010 .. 


.05.12 


075.124^10 


. 10:02 


045.107-03.4 


10.01 . 


'09,9.11 7-022" 


11.07 


091.227*010 


11.02 


. 131.^-026 


11.08 


911.364-010 


05.12 


091.227-010 


ii:o2 


201.362-030 


07.01 * 


201.362 030 


07.G1^ 


■ ■ { . 

201.00^-010 


O/.OT - . 


- 201.362-03.0 : 


07.01 


- .201.362-030 


> 

07.01 







Brief Title 
DOT Title if different 



Third Edition 
DOT Code — WTG # 



Fourth jEdition -J*?^^- ^^ : 
DOT Coile Area T^ WTGlC / 



(Secretary, Technical) 
SECRETARY...... 



(201. 368 WTG 18) 
(251,258 WTG 97) 



(Securities Sales Agent) 

SALES AGENT, SECURITIES . 

. (Securities Salesman) 

SALES AGENT, SECURITIES (251.258 WTG 97) 

(Service Representative) 

CHARGE-ACCOUNT CLERK.. (249.368 WTG 16) 

(Service Representative for Public Utilities) 

. CUSTOMER-SERVICE REPRESENTATIVE .... . . . (249.368 WTG 16) 

(Service Station Worker) 

AUTOMOBILE-SERVICE-STATION ATTENDANT (915.867 WTG 103) 

(Setup Person) 

JOB SETTER . . . . . (600.380 WTG 80) 

SEWING MACHINE OPERATOR .. V 

SHEET METAL WORKER (804.281 WTG 37) 

(Ship Designer) 

ARCHITECT,. MARINE . . : . . . . (001 .081 WTG 53) 

SHIPPING AND RECEIVING CLERK ... . . (222.387 WTG 22) 

(Shipping Clerk II) 

SHIPPING AND RECEIVING CLERK (222.587 WTG 27) 

(Shoe Repairman) • « , 

SHOE REPAIRER . > (365.381 WTG 37) 

(Shopper, Cbmparfson) ' 

COMPARISON, SHOPPER . . . . . . . . . (296.388 VyTG 24) 

SHORTHAND REPORTER. . . . - . ..... ......... (202.388 WTG 25) 

(Sigh Painter) 

f PAINTER, SIGN , ...... . . . ... ............ . . .... ..... (970.381 WTG37) 

. vSIGN VVRITER. HAND ! . . .............. . . . (970.081 WTG 4) 

.(Social Service Aid) v 

'CASE AIDE-..-. . , . . . ... . . . ; . . . . . .:. ....... . . ; . , . . . (i95.208.wtG 32) 

(Social Worker) . 

. :GASE WORKER . .... . . . . . : . , (195.108 WTG 32) 

SOCIAL WORKER, MEDICAI . (195.10aWTG 32) 

. SOCIAL WORKER, PSYCHIAJRIC . . . . (195.108 VyTG 32) 

• SOCIAL WORKER, SCHOOL , ... , V. . .... . (195.108 WTG 32) 

SOCIOLOGIST . . . . .J. . . ..... . ; . . . . . .... . .;. . . , . . . . (O54.O88 WTG31) 

SOIL CONSERVATIONIST ..... . . . .-. . (040.081 WTG 87) 

SOIL SCIENTIST (040;081 WTG 87) 

(Special Agent, FBI) . 

jSPECIAL AGENT ......... ..... .... (375.168 WTG 74) 

"(Specail Librarian) 

LIBRARIAN, SPECIAL COLLECTIONS ... (100.168 WTG 10) 

SPEECH PATHOLOGIST ... (079.108 WTG 90) 

(Sports Instructor) ^ 

INSTRUCTOR, SPORTS. ... ...... (153.228 WTG 47) 

. (Spray Painter) 

PAINTER, SPRAY 2 (741.887 WTG 52) 

. (Stiate Highway PatTdlrfia^^^ ^ 

STATE HIGHWAY POLICE OFFICER. , . . . (375.268 WTG 74) 

STATIONARY ENGINEER. . . . . . ... . : . . . : . . , . . . . . (950.782 WTG 82) 



210.362-030 
251.157-010 
251.157-010 



^11.06 . 
205.367-014 07.04 



239.367-010 
915.467-010 

600.380- 014 
787:682:046 
804.281-010 

001.061^014* 
222.387-050 

■/ - ' 

222.387-050 

365.361- 014 

29e.36f:-014 

202.362- 010 

970.381- 026 
970.281-022 

195.367-010 

195.107-010 
195;1 07-030 
.1^5.107-034 
195:107-038 
054.067-014 
040.061-054 
.040.061-058 

375.167-042 

100.267-014 
076.107-010 

153.227-018 

741.687-018 

375.263-018 

950.382- 026 



er|c.. 



.6S 



07.04 - 

05.10 

06.01 . 
06.02 

05.05 . 

05.01 / 
05.09 

05.09 

05.05 

08.01 
07.05 

01106 
dr. 06 

10.01 

10.01 

10.01 . 
10.01 
11,03 
02.02 
02:02 : 

04.01 

11.02 
02.03 

12.01 

I ' . 

06.04 

04.01 
05.06 

63 



Brief title; . 
DOT Title if different 



Tiilrd Edition 
DOT Code — WTG # 



Fourth! Edition V 
DOT Code Area — WTG # 



STATISTICAL GLEPK 

(Statistician). 

STATISTICIAN, APPLIE! 

STENOGRAPHER .... 
StOCK CLERK. 

stonemason: ...... 

(Structural-Iron Wprlker) 
:' ^ STRUCTURALiStEEL WORK|R 

iSTRUCTgPiA|i%EeL;WORKER| . 

(SupernTiarketi/ianagery -I 
MANAGER.'FiETAILSTORE ... 



■■■■■ 



(Surveyor) 

' • SURVEYOR, LAND. ... 

(Swimming Pool S^/vice Technician) 
SWIMMING POOL SERVICER , . 



(Systems Analyst) | , 

SYSTEMS ANALYST, ELECTRONIC DATA 
PROCESSING ........ y/x i . : . r 

(Systems Engineer) 

ENGINEERING ANALYST i . . 



(219.388^WTG26) 

(020.188WTG88) 
(202.388 WTG 25) 
(223.387 WTG 22) 
(861.78yWTG38) 

(80T.78VWTG 38) 
. (80i:78.1 WTG 38)'. ^ . / 

(1B5.168WTG10)-* ■ 

(01 8.1^88 WTG 60) " 

(891- ,884 WTG 39) 



(012.168 WTG 55) 
(020.088 WTG 88) 



216^382-062 

020.167-026 
^202.362:014 
222.387-058 
861.381-038 , 

801.361-014 
801.361-014 " 

c185.1 67-046 

018.167-OlB 

891.684-018 - 



; 07.02 , 

11.01 
07.05 
05.09 
05.0^1 

05.05 
05.05 

11.11" 

« 05.03 

.05.10 



012.167-066 11.01 
020.067-010 ^ 11.01 



TABULATING-MACHINE OPERATOR . .,: . . . . . . 


.. (2 13.78 2 WTG 82) , 


,j 213.682-010 


V 07.06 - 
• 


(Tailor) 


. . . . . .-r. . ■ {785.26"1 WTG 35) . 


' . 785.261-014 


05.05 


TAPE LIBRARIAN ...... ...... 


. . . , . . , . . t223.387VVTG 22) , , - 


206.387-020 


07.05 - 


(Taxicab Driver) . 

■ TAXIDRiVER 


'. . .,. : . .5. . (913.463 WTG 11,0) " ' 


913.463-018 


09.03 , 




'(^99.281 WTG 37) 


;j^9.261-010 


01.06 




....... . . . (91 3.46^ WTG 110) " ^ - 


' ^ . 913,463-018 


09.03 


(Teacher, Art) • 

TEACHER, SECONDARY SCHOOL 


( 149.028 WTG 1). 


091.227-tflO 


11.02 


(Teact;\er, Art- Elementary) " . . 
TEACHER, ELEMENTARY SCH<3DL ...... . , 


.^i. . . ■ (692.228 WTG 45) 


092.227-010 


11.02 


(Teacher-, Art-High School) ' 

TEACH^R,-SECONDARY SCHOOL .,, 


'i . ' . . . (091.228 WTG 44) 


091.227-010 


11.02. 


(Teacher, Business Education) 

TEACHER, SECONDARY SCHOOL .... : . . . ■ 


(091 .228 WTG 44) 


091.227-010 


^ 11.02.: 


(Teacher, Elementary) V , ' 

• tEACHER, ELEM"EN>to SCHOOL ... ..... 


.... ^(092.228 WTG 45) . 


092.227-^)10 


11.02 


TEACHEPi/feLEIViENTARV^bHOOL . . . ■ . . . 


. . . . . '. ... . (092.228 WTG 45) 


092.227-010 


11 .02 ^ 


(feacher,^Erigl|sh) ■ . 


....... (091.228'WTG44 . 


091.227-010 


11.02 


(TeacheF/Exceptjonal Children) 

TEXcHER. HANDtCAPRED STUDENTS . ... . 


(094.228 WTG ^)' 


094227-018 


10.01 


s^feacheriForeigri. Language) 

y • TEACH EF^fSEGONDARY SCHOO.L . .• ., . . . ,,, 


(091. 228 WTG 44) 


091.2V-0ip . 


11.02 


'*.(reacher;Mgh'S^^^^ • "• 

r , TEACHER^ Secondary scHool . :• 


:(091.228WtG'44) 


091.227-010 


11.02 


(Teacher, Home Economics) 

Teacher, SECONDARY SCHOOL . 


(091.228WTG44) 


091.227-010 


li.02 



Brief Title 
DOT Title if different 



Third Edition . 
DOT Code — \ft(TG # 



Fourtli Edition 
DOT Code Area — WTG # 



( 



TEACHER, INDUSTRIAL ARTS . 
TEACHER, MUSIC ........... 



(P91..228'WTG44) 
(i 52.028 WTG 1) 



(Teacher of Exceptional Children) 

TEACHER, HANDICAPPED STUDENTS. . . . . (094.228 WTG 45) 

(Teaches* 6f. Handicapped Children) . ' 

TEACHER, HANDICAPPED. . .U.'. ............ (094.228 WTQ 45) 

(Teacherof the Deaf and Hard of Hearing) ; ^ \ 

. TEACHER, DEAF . . , . . . . . (094.228 WT(3 44) 

(teacher, Physical Education) 
. INSTRUCTOR, PHYSICAL EDUCATION 

TEACHER, SECONDARY SCHOOL .... . . : . ...... 



(163.228 WTG 47) 
(091;228WT044) 



(Teacher, Science) ; / 

TEACHER, SECONDARY SCHOOL . . . . 

(Teacher, Social Studies) . 

TEACHER, SECONDARY SCHOOL . , . . 

(Teacher, Special Education) 

TEACHER, HANDICAPPED STUDENTS 

TECHNICAL ILLUSTRATOR 



(091 .228 WTG 44) 

(091.228 WTG 44) 

(094.228 WTG 45) 
(017.281 WTG 56) 



(Technical Writer) 

WRITER, TECHNICAL PUBLICATIONS (139.288 WTO 61) 

(Telephone Installer) 

STATION INSTALIER .../.....,......... ... (822.38T WTG37) 

(Telephone Installer) ^ 

.station installer-and-repairer . v . . . . . (822.381 wtg37) 

Telephone operator ...... . .... (235.962 wtg 30) 

(Telephone Operator) v . 

CENTRAL OFFICE OPERATOR (235.862 WTG 30)^ 

(Telephone Operator, Central Office) 

CENTRAL-OFFICE OPERATOR . . ....... (235.862 WTG 30) 

(Teletypewriter Operator) - 

TELEGRAPHIC-TYPEWRITER OPERATOR (203.588 WTG 28) 

(Television and Radio Service Technician) ■ . 

TELEVISION-AND-RADIO REPAIRER . . . ... . . .... . . (720.281 WTG 37) 

(Television Director) 

DIRECTOR, TELEVISION 

TELLER ... ...... - f: . . . ; . "(212.368 WTG 20) 

(Theater Manager) ' . ' "h' :A 

MANAGER, THEATER . . ;V.' . . . (187.168 WTG 10) 

TICKET^AGENT . . . . . . . . . . . . . . (91 9.368 WTG 19) 

TILE SETTER . . (861,781 WTG38) 

TIME-STUDY ENGINEER . . .... . ....... . .■. . ... ....... (012,188 WTG 59) 

(Tire Rebuilder) 
• TIRE BUILDER 



(750;884WTG39)- 



(Tire1=letreader) ' 

TIRE BUILDER . ... (750.884 WTG 39) 

. TITLE EXAMINER . . . (199.288 WTG14) 

TOOL AND-DIE-M AKER T. •■ (601 .280 WTG 80) 

/(Toolmakerand Diemaker) 

" TOOL>AND-DlE-MAKER. . . . . . . . . /. . ..... . .(60t.i280 WTG80) 

. (Tool Design Technician) 

TOOL DESIGNER . . . . (007.081 WTG 53) 

TOOL GRINDER 2 ........ ...... (603.885 WTG 84) 



091.221-010 
152.021-010 

094.227-018 

094.227^018 

094.224-010 



099.224-010 
091.227^-010 



091.227-010 

091.227-010 

094.227-018 
017.281-034 

131.267-D26 

822.261-022 

822.261-022 
235.662-022 

235^62-010 

235.462-010 

203.582-050 

"720.28;! -01 8 

159.067-014 " 
211.362-018 

187.167-154 
238.367-026 
861.381-054 
012,167-070 

750.684-022 

750.684-022 
119.a8/-010 
601.280-046 

601.280-046 

•"^ ■■ ■ 

'"007.061-026 
603.664-010. 



11;02 
01.04- 

16^.61 
10.01 
10.01 
11.02 



11.02 ^ 



\ 11.02- 

11.02 

10.01 . 
. 05.03 

11.08 

05.05 

05.05 
07.04 

,07.04 

07!04 

0/06 

,05.10. 

0'1.03 
' 07.03 

11.11 
07.03 
05;05. 
05.01 

. ' ■ r ■ • ' 

05.12 

* 05.12 
07.01" 
05;05 

05.05 : 

. 05.01 . 
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Brief T We 
DOT Title if different 



Third Edition 
DOT Code — WTG # 



Fourtli Edition 
DOT Code Area — WTG # 



■ TOPL MAKER .; . .. . : . . ^(601.280 WTG 80) 601 ,280-042 05.05 

TbW-TRUCKpPEF=iATOR v:.;....r:, 919,.663-026 , 05.08 
(Tracer) . , ^ 

-DRAITER. ASSISTANT . ,-. . . . . . ,. ; , . ....... (017.281 WTG 56) , 017.281-018 05.03 

(Traffic Manager) , ' ^ 

'MANAGER, TRAFFIC (f&4.168 WTG 10) 184.167-094 11.05 

(Training Director). • 

MANAGER, EDUCATION: AND TRAINING. : (166.118 WTG 6) . 166.167-026 11.02 

TRANSLATOR . . . .•(13.7.288 WTG-1 14) 137,267-018 11.08 

(Trarislator, Foreign Lariguage) 

TRANSLATOR..;..;.................. ........ (137.288 WTG 1 14) . 137.267-018 11.08 

TRAVELAGENT;..;.,............,..........'.....; ... - 252.157-010 ,08.02.. 

(Travel Co tinsel or) - 

= TRAVELAGENT..... 252.157-010 08.02 

(Tree Expert) • 

---TREESURGEON • (409.181 WTG 72) 408.181-010 03.01 

(Truck arid Bus Mechanic) . ' . ^ 

, AUTOMOBILE MECHANIC .......... ; . (620.281 WTG 37) 620.261-010 .06.05 

(Truck Farmer) 



FARMER, VEGETABLE .'. (403.181 WTG 72) 402.161=010 03.01 ; 

(Truck Operator, Industrial) 

INDUSTRIAL-TRUCK OPERATOR .......... . . . (922.883 WTG 83) 921.683-050 . - 06.04 

(Typewriter Serviceman) • 

, OFFICE MACHINE SERVICER... ....... .... (633.281 WTG 37) . -^33.281-018 ■ 05.05. 

TYPIST.. .... s , (203.588 WTG 28). 203.582-066 . 07.06 

■ ^ ■ ■ ' . ^ ■ 

(Union Business Agent) ^ 

; . BUSINESS JREPRESENTATIVE LABOR UNION ..... . . {187:118WTG6) 187.117-022 11.05 

(Upholsteter) V 

: FURNITURE UPHOLSTfeRER . /. . . ... ..... . .... . .(780.381 WTG 37) 780.381-018 05.05 

URBAN PLANNER (199.168 WTG 6) 199.167-014 11.03 

USHER: (344.878WTG106) . 344.677.014 09.05 



(Vegetable Farmer) . . : . ' 

} FARMER, VEGETABLE ........ .. (403.181 WTG 72) - 402.16^-010 03.01 

(Vegetable Producer) c. . 

FARMER, VEQ|TABLE .' (403.181 WTG 72) * 402.161-010 ^ 03.01 

(Vending Machirii^ Mechanic) 

.COINMACHI.NESERVICEREPAIRER..'.. (639.381 WTG 37). 639.281-014 05.10 

• (Vending Machine Operator) 

. SUPERVISOR, ROUTE SALES-DELIVERY DRIVERS .... (292:138 WTG 9) 292.137-014 08.02 

-.(Vending Machine Repairman) ■ <■ ^i. r. 

r COIN MAC*HINEREPAIR€Rr............ :.■......./.. . (639.381 WTG 37) , 639.281-014 05.10 

(Vending Machine Routerrian) . ' , 

'COIN COLLECTOR . . .....:.... (292.483 WTG 98) . 292.483-010 0^8 

VERITYPE OPERATOR . . ...... .'. (203.582 WTG 23) 203.382-026 07.06 

VETERINARIAN. (073.108 WTG 90) . 073.101-010 ' .'02.0^ 

■VqCATIONALREHABIlLITATION COUNSELOR . ....... ; . 045.107-042 . 10.01 
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Brief Title 
DOT Title if different 



Third Edition 
DOT Code — WTG # 



Fourth Edition 
DOT Code Area — WTG #C 



(Waiter and Waitress) • 
iWAITER/VyAITRESS. FORMAL.. . . ....... 

WAITER/WAITRESS, FORMAL^' ! ■ . . . , 

(Waiter's Assistant) 

DINING ROOM ATTENDANT ... U4. • v : • 

(Warehouseman) ' ' ! 

• LABORER, STORES . • ■ • -V-.y. . 



(Watclimaker) 

WATCH REPAIRER 

(Watch Repairman) 
WATCH REPAIRER 

(Waterwell Driller) 



(Wildlife Manager) 



(Window Gieaner) 



(Wood Scientist) 
WOOD TECHNO 

(Writer, Literary) 
WRITEi=^, PROSE 

(Writer. Technical) 
WRITER. TECH ^ 

ZOOLOGIST 



.{31 1.878 WTG 105) 
.(31 1.878 WTG 105) 


311.477-026 
311.477-026 


09.04 
09.04 


.(31 1.878 WTG 105) 


311.677-018 r 


\ 09.05 


(922.887 WTG 52) 
(955.782 WTG 82) 


.922.687-058 
\ 955:362-010 


05.09 
05.06 


'. (715.281 WTG 37) 


715.281-010 r 


06.01 . 


,, (715.281 WTG 37) ' : ' 


715.281-010 • 


06.01 " 


(859.782 WTG 82) 
fPQQ Tift WTG 97r 


859.362-010 
299 357-018 


• 05.11 

08.''02 


(Odo nfli WTG.a7\ 


040.061-046 


02.02 ^ 


(389.887 WTG 52) 


389.687014 


.05,12 


(040.081 WTG 87) 


: 040.061-062 


02.02 


(130.088 WTG 112) 


131.0^-046 


01.01 


. (139.288 WTG-61) 


131.267-026 


11.08 


(041.081 WTG 87) 


041.061-090 . 

■ ' J* ■■ ' - 


.02.02 
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CAREER INFORMATION SYSTEM 
UTILIZATION GUIDES 




OVERVIEW AND RAirONALE 



the utilization guides contiained in this section Career Decision-Making* text used as a 

of the Career loformation Systeni Professional semester course. The lACE may be used as a 

Manual provide specific instructions on hovi/ to five-to-nine week course. More details on the 

utilize selected risiafiBrials of the.,pareer'lnforma- use of the lACE are lociated in the Individualized 

t ion System (CIS). Prior. to usirfg^^^^^^^^^ . Activities for Career Exploration Utilization 

guides, the teaidher/counselor Snould read the Guide. . . 
overview and become familiar with the CIS 

materials; - The nonconsumabje materials include guides, 

' / charts, indexes, filmstrips, and tapes. The follow- 

. . ' ing list of noncbnsumable materials do not in- 

. Overview . • elude those related to the filing arid. indexing of 

occupational information. These are fully de- 

The CIS materials consist of guideis'and film-, scribed in the Career Information System File 

strips used for student orientation to concepts Plan of this manual, 

designed to develop ah understandirjg of self and , 

the worid of work; checklists and otlHer materials vVorker Trait Group Guide — contains descrip- 

used for self-assesjsment; and charts and indexes ^j^pg ^Y\e 12 Career Areas and 66 Worker Trait 

to provide a. linkage to career infornriation re- Groups. Each Worker Trait Group desc.riptioa 

sources. : ' ^ also contains the qualificatfon profile and a 

Most of the CIS materiats are reusable. Only the listing of the occupations that brovide the most 

checklists and a student booklet are consumable. opportunities for employmer>r nationally. The 

The following is a listing.and brief description of Worker Trait Group Guide is used with all ac- 

the CIS materials. dess variables to help students understand the 

: The consumable materials are: Worker Trait Groups. related to their interests, 

iptitudes, etc. prior to exploration -at the oc- 

• Work Activi^ties Checklist- This checklist uses >fcupational level 

• the ten types of Work Activities as a means for ^ , 

helping students identify the Worker Trait , Career Information System Guide — contains 

Groups related to each work activity^or to a ^^e basic information used with all of the CIS 

student's pattern of interests. More details on access m'aterrals. Students need this guide to 

the use of this checklist are located in the Work ^ foUow orientation sessions, complete the 

. Activities Checklist Utilization G uid^. - checklists, and use other access materials. 

• Work Situations Checklist/This ch^list^uses • School Subject-Worker Trait Group Chart ^ is 

the ^en different kinds of Work SitOations to used to identify Worker Trait Groups related to 

help students identify V\/orker Trait Groups school subjects and vice versa. More details on 

related to Work Situations they enjoy as well as the use of this chart are located in the School 

those to. which they feel they cannot adapt.; Subject — Worker Trait Group Chart and 

These Work Situations relate to temperaments ' School Subject — Occupation Index Utilization 

and adaptive skills. More details on the use of Guide, 

this checklist are located in the VVork Situa- -'"^l . . 

tions Checklist Utilization Guide. ^ School Subject-Occupation Index - contains a 

listing, of occupations by Worker Trait Group 

. • Aptitudes Checklist. This checklist is used to related to each school subject. It is used as a 

help students estimate their aptitudes. The. ap- follow-up to Worker Trait. Groups identified on 

titude's are those used in theCGeneral AptKude the School Subject- — Worker Trait Group 

Test Battery. More detaiis.on the use of this Chart. More details ori the use of this index are* 

checklisVa>e located in the Aptitude,s Checklist located in the School Subject — Worker Trait 

Utilization Guide. . Group Chart and School Subject — Occupation 

Index Utilization Guide. 

^^individualized Activities for Career Exploration 

' • -(lA^ This is a consumable booklet that in- • Worker Trait Group Keysort Deck ^ a deck of 

eludes- all of the CIS access variables along cards with one card representing each Worker 

^ with selected materials from the Exploring Trait Group. The cards provide a manual means. 

. •Developed by AppalacKIa Educational Laboratory and published by McKnight Publishing Company., 



for combining factors such as the Work Ac- 
tivities and Work Situations or for identifying 
patterns related to each variable. More dotails 
on the use of this deck are^^^^located in the 
Worker Trait Group Keysort Deck Utilization 
Guide. * * * 

Career Information System Filmstrips and 
Tapes .— these dre used to orient students to 
the CIS.and to present concepts related to th^ 
checklists and other access materials. The . 
cassette tapes accompanying the filmstrips 
have one side with audible beeps and the other 
side with inaudible beeps. Schools with 
automatic cassette tape filmstrip projectors 
may use the inaudible side. The following is a 
listing and. brief description of the filmstrips" 
and tapQs.^ . ■ 

— IntrpductTon to the Career Information System. 

This filmstrip introduces the Career Informa- \ 
tion System which links self information 
(interests, values, goals, abilities) to occupa- 
tional information through Worker Trait Groups. 
All students using CIS materials siriould see 
this filmstrip; however, it must be used witTi the 
Individualized Activities for Career Exploration 
Jl ACE) booklet. 

— Using the Career Information System. This 
fi|instrip gives specific directions for using the 
Career Information System. It follows a cpupje 
of students as they investigate and explpre oc- 
cupations using the system's interest/aptitude 
checklists and the Worker Trait Group Guide.. 
All students using CIS materials should see 
this filmstrip; however, it must be used with the 
I ACE booklet. 

*■ ' ' . 

— Career. Goals. Although people have the same 
basic survival needs, they have different goals. 

— Inftviduals also differ in the way they mdet their 
needs and goals. Lifetime^work is introduced as 
a. means to meet goals. This filmstrip is used 
with the lACE booklet. 

^Examining Yoi4r Interests. The filmstrip depicts 
^ the different ways people can examine their in- 
terests and relate them to occupational alter- 
natives. This filmstrip is used with the lACE 
booklet. 



— Work Activities. The filmstrip outlines the ten 
types of Work Activities and illustrates them 
with diversi'fied occupations/ This filmstrip' is 
. used with the lACE booklet and the Work Ac- 
tivities Checklist. 



— Work Situations. The adaptive skills workers., 
/need to have in order to face varying work sUua- 

' tions are introduced and demonstrated in vari- 
ous occupations. This filmstrip is used witJt? the .. 
lACE booklet and the Wofk Situations Check- 
list. 

— WKiat are Aptitudes? Aptitude is defined as. thei 
facility with which a person can learn new 
knowledge and skills. The filmstrip depicts how 

* people can identify their aptitudes and u^e this 
knowledge in career decision-making. Thrs film- 
strip is used with the I ACE booklet andthe Ap- 
titudes Checklist. 

■ ' . ^ 

— Learning About Your Aptitudes. The^filmstrip 
introduces the areas of aptitudes^as defined by 
the U.S. Department of Labor job analysts. How 
students can examine their aptitudes in these 
areas and relate- them to. career choices is 
outlined. This filmstrip is used with the HACE 
booklet and the Aptitudes Checklist. 



— Credentials and Competencies: Get Ready, Get 

Se[t, Go! The filmstrip depicts the many ways in 
which people use credentials, including getting 
a job. Competencies are presented as job keep- 
ing skills. How to^develop these skills is out- 
lined. This filmstrip is used with the lACE 
' booklet. 



— Sounds of Work (Tape, Side I) Students are in- 
troduced to the sounds workers are exposed to 
in fifteen different occupations. As they listen 
to the. tape, students are to associate the 
sounds with^the occupations. This tape, de- 
signed to make students aware of noise as a 
factor which could, affect job satisfactionr is 
used with the I ACE booklet. ^ 



— What Is My Occupation? (Tape, Side 2). This 
tape describes work tasks and the social and 
. physical surroundings for 15 different occupa- 
tions'. As students listen to the tape, they write 
down the title of the occupation they think fs 
being described. It is designed to make 
students aware of how these factors are in- 
cluded in the work setting. This tape is used 
with the lACE booklet. 



RATIONALE 

An issue of considerable importance in using 
the CIS materials is related to thfe "trait factor'* 
orientation of the Worker Trait Groups; The worker 
characteristics represent one element of the 



homogeneity of the" Worker Trait Groups. The 
assessment of personal characteristics, relating 
them to worker characteristics and thus to Worker 
Trait Groups, provides a general '*trait factor" ap- 
proach which has been criticized by nfiany educa- 
tors as. a;*matching process." The ''trait factor" 
approach as typically used in Ihe past relates to 
exterpal assessment. That is, a counselor or other 
professional tests ah individual's abilities or in- 
terests, interprets the results, and matches the 
characteristics to appropriate occupations. \, 
; The aproach used with the CIS materials is orie 
of internal assessment. This is characterized by 
v the followifig four phases of learning: ' 

1. Understanding the concept. 

2. Personalizing the concept. 

s ^ . ^ / ■ 

3. Assessing self in relation to1he concept. 

4. Applying the concept. 




» . /I . ■, : 

A general introduction by a teacher/counselor, a 
filmstrip presentation, and written concept 
descriptions define and illustrate the concept to 
help students develop an understanding of it (first 
phase). The use of filmstrips to introduce con- 
cepts helps broaden students* perspectives of the 
world of work and break. down stereotyping of oc- 
cupations. 

Once students understand the concept, they 
need to personalize it, to make it .meaningfyl to 
them as Tndividuals (second phase). They need to 



realize that they already have a great deal of ex- 
perience related to work. This experience may be 
used to personalize the concept. The cpncep^t pro- 
vides the link between personal experience and. 
related groups of occupations. 

In. the third phase, students use checklists andr 
other materials to assess themselves in relation 
to the concept. These materials do not use a stan- 
dardised measurement approach which has the 
emphasis on providing normative data for compar- 
ing an individual with others. The CjS assessment* 
materials provide a means for sorting and clarify- 
ing the elements of a concept. The emphasis here 
is to identify what elements of the concept are 
most meaningful to the students. 

In the fourth phase, students apply the concept. 
Students relate their interests, aptitudes, adaptive 
skills, and other factors to. the characteristics 
which have been identified as' helpful to workers 
ix) the Worker Trait Groups. Thus, student^;a^)ply 
what they have learned about the concept and 
themselves to explore occupations and make 
careerdecisions. 

The preceding four phases of learning differen- 
tiate the internal assessment approach from the ^ 
..external assessment approach. Individuals must 
understand themselves and |he world of vfl0rk and 
be responsible for their bwn'careerdiecisions.: The 
individ(jal,and the environment change over time. 
•The c'Q.ncepts related to work remain more stable. 
Thus,»l important that an individual under- 
* "stands the concepts, internalizes-them, and ap- 
plies them to the changing self and environment 
S throughout life. 




INDIVIDUALIZED ACTIVITIES FOR CAREER EXPLORATION 
• UTILIZATION GUIDE 

This guide contains instructions and sugges- to assist you in presenting these activities, this 
tions. for using the Individualized Activities for guide includes the purpose of the activities, the 
Career Exploration (lACE) booklet in the class- ^ equipment and materials you will need, and de- 
tailed guidelines for presentation of the activities. 
It also gives an estimate of thie time required for 
each activity, though this will vary from; class to 
class. Times are given in terms of 50-minute class 
periods. The headings and instructions in this 
guide parallel those provided for students in the 
lACE booklet. ■ l ■ . . ■ 



Your role as a leader is one of organizlhg the 
class, sessions, motivating the students, and 
facilitating the learning process. Learning is the 
responsibility of the learner. Students must be. 
allowed to assume this responsibility and to apply 
the process to their career exploration and 
decision-making, 

J ' • 

OVERVIEW 

The overview shows the suggested presentation of the activities by class periods. 



SUBJECT 


ACTIVITIES ^ 


TIME 


Introduction 


• Discussion 


1/2 class period 


Goal 

Identification 


• Career Goals ^ 

• Goal Focus Chart - 


1 class period 


Career 

Information » 


• Self-Information 

• Occupational Information 

• Organizing Occupational Information 

• Using the Career Information System. 


2-1/2 class 
periods 


Career 
Exploration 


• Expressed Interests 

• Work Activities 

• Work Situations 

• School Subjects 

• Aptitudes 

• Other Factors 

• Occupational Exploration 


14-1/2 class 
periods 


Sumrtiary 


• Discussion 

• Summary Chart 


1 class period v 



room. The activities are taken from the Explormg 
Career Decision^Making text. They have been 
selected to form a short exploratory course. It is 
essential to remember, however, that occupa- 
tional exploration is only one aspect of career 
development. The full Exploring Career pecision- 
Making course goes into much .greater depth in 
self-exptoration, decrsion-niaking, and career 
planning. It approaches career decision-making in' 
the context of social and economic change. Con- 
sideration of these elements in addition to ex- 
plorati;Qn skills is necessary for effective "career 
deveU^ment. It is recommended that you obtain a 
cop:^3f the Teacher's Edition of the Exploring 
Careef Decision-Making text to use as a reference. 



INTRODUCTION 

Career exploration is the process of integrating 
the information obtained through occupational 
and self-exploration to form a sound basis for 
making career decisions. 

As students work through the lACE booklet, use 
the four{ phases of learning defined in the '^Ra- 
tionale'' on page 72 of t^is manual to help you 



emphasize the internal assessment approach of 
the booklet. For each new concept, assist 
students in (1) developing an understanding of the 
concept, (2) personalizing the concept, (3) assess- 
ing self in relation to the concept; and (4) applying 
the concept. 

Ask students to read the introduction, and then 
discuss it. Pay particular attention to the four ob- 
jectives for career planning. 



GOiD^LIDENTIFreATlON 

Purpose 

The purpose of the activities in this section is to 
help students understand the relation, of goals to 
career, and to help them identify some of their 
own goals. The more clearly students see how 
they can get what they want through career ac- 
tivities, the more motivated they will be to commit 
themseives to career exploration. 

Equipment and Materials 



Teachers will need: 

• Filmstrip projector and cassette tape player 
FS/CASS "Career Goals" 



Students will need: 
'iACEbooKf^ 
Presentation 



Activity A — Career Goals . 

(1 /2 class period) . : ; 

Go over the introductory paragraph With the 
students, and then show, the filmgtrip "Career 
Goals." The filmstrip should help istudents. 
develop an understanding of (a) goals as anything 
a piersoawants to do or to have, (b) career goals as' 
goals met through work, not simply^ccupational 
choices, and (c) . the need to clarify their ^oals 
before they can decide through' what career ac- 
tivities their goals are to be met. 

Discuss the filmstrip, using the following ques- 
tions and cb.mments.as a guide. V 




EKLC 



What does the term '"goal" mean to you? — 

CQMMENT: A goal is anything you need or want. ^ 

What kinds of goals are des<?ribed in the filmstrip? 

COMMENT: In the filmstrip, goals are described in three pairings. 

(1) Long-term — short term' 

(2) Important — not-so-important 

{3)Forsfelf — for others : 

Do you want the same things members of your family do? fiial 
your friends do? Why, or why not? v . 

CO^MMENT; Everyone wants different combinations of things. 

Are your needs different from the nee^ls of others? 

COMMENTS Basic survival needs — fopd, shelter, health, love — 
areessentially the same for all people. ^ ^ 

Why do people wantdifferent things? 
COMMENT: People are different. 

Do you want the same things now that you wanted a year ago? - 

COMMENT: Most people's g6al§ change; younger pe6ple usually 
change their goals frequently. 

Why do people's goals change? 

COMMENT: People change as a result of growth (maturation) and 
experience. 

Have you ever been in conflict with others because your goals 
were different from theirs? What did you do about the conflict? 

COMiyiENt: Most people find themselvesin conflict with others. 
As students give examples, try to bring out the ways in which they 
can resolve such confl icts. 

: ■■ • • V ^- / ' ■■ 

. Do you feel you have control over getting what you want? Why, or 
why not? 

COMMENT: Ask for examples -which show positive action and 
control. V 



10. What have you done to meet your goals? 

COMMENT: Responses jii'ere are related to the previous questioriv; 

1 1 . In the f ilmstrip, work was defined as the pert ormaace o'f acfivities 
designed to effect some change, in some aspect of society. Is this 
definition useful to you? Why, or why not? How would you define 
work? ■ 
COMMENT: Students should feel free to accept or reject this 
definition. Ask students to explain their answers. 

^ \ 

12. Why do people work? 

COMMENT: People work to meet goals, either directly (the work 
itself is satisfying) or indirectly (people work for the opportunity 
— time or money — to satisfy goals). ^ 



13. 



14. 



15. 



16. 



What are some examples of work you do? 

COMMENT: ExampliBS of work students do might include school- 
work, chores, hobbies, or part-time jobs. A person does not 
necessarily get paid for work. 

What do you hope to gain frohi the work you do? 

COMMENT: It is important that students be made to feel that the 
things they want from. work are not of less or more value then the 
things others want. . 

Should there be any legal or moral limits on how people meet their 
goals? 

COMMENT: What should be the view of different groups within 
society on such means as stealing or using force? Accept a vari- 
ety of answers, encouraging students to express their thoughts 
Bnd feelings. 

Do you like having goals? Why, or w^y not? 

COMMENT: Encouf&ge students to express their thoughts and 
feelings. Accept a wide range of answers. 



Go' over the key terms and key points with the 
students to be sure they understand the concepts^ 



' Activity B — deal Focus Chart 

(1/2 class period) " 

To introduce the Goal Focus. Chart, ask 
students how they think .the goals of a 5-:^ar old 
might differ from those of a* 30-, 50-, or 70-ye^r old. 
Xv- Consider such things as responsibility for pro- 
viding food and sheltei^ (for g^elf or others), child 
raising, family or health needs, and the main conr 
cerns of people in each age range. 

Direct students to complete the Gdael Focus 
Chart in Iheir lACE booklet. Suggest that they 
represent their ideas with words or phrases in- 

ERLC 



stead of complete sentences. Encourage them to 
. list what thfey really^want, not what they feel ought 
to be their goals. 

Guide a discussion of the activity, using the 
following questions and cbijiments. 



1. Do people always achieve their goals? If not, 
why? Should they still set goals? Cjan you 
achieve the goals you have listed? What might 
help or hinder you in reaching your goals? J3o 
you think you will achieve thei;n? Why, or why 
not? . ^ 

COMMENT: Students may have goals they feel 
they can and cannot attain. The^ should be en- 
couraged to question the realfsm of their own 
, goals, but they should not attempt to deter- 
. mine the realism bf others' goals. 

77 ■ 75 



2. If you achieve your goals, are you a better per- 
^ son? Is a person who/never does anything a 

worthless person? Why or why not? 
COMMENT: The intrinsic worth or value of a 
person is not contingent on his or her accomp- 
lishments. . . . 

3. Why is it so hard to think about your life as It 
might be in 1 5, 40, or 60 years? 
COMMENT: You do rrol know all of the factors 

that will influence your future. Lack of ex- 
perience and maturity «lsp makes it difficult. 

4. Is there any point in thinking now about goals 
you might have in 15, 40, or 60 years? Why, or 
why not? 

COMMENT: Planning wayd to accomplish your 
goals might give you more options, and 
' therefore, make it more lil^ely that you achieve 
them. 

5. Do you think your goals in several years will be 
the same as they are now? Why, or why not? 
COMMENT: Change in a person's need for 
financial support should result in- changed 
goals. 

6/ If you had just one year to live and could do 
anything you wanted, what would you do? 

COMMENT: Every student should be given the 
opportunity to answer this question. Allow 
some time for students to think.about the ques- 
tion. You may wish. to make this a written activi- 
ty. 

7. Are the things you would do, given "one year to 
livej" related to your long-term life goals? How 
do you fit your short-term and long term plans 
together? What aspects fit? What aspects do 

not fit? ^ ■ 

• COMMENT: You may wish to have students 
discuss thisMa small groups, or simply think 
about it. The "one year to live" question should 
help- students select goals that may be impor- 
tant in both a short- and Jong-Vange plan: Ask 
them to explaiTi why some goals may fit only 
one plan (such as having and rearing their own 
children). 



CAREER INFORMATION 

Purpose 

The purpose of the activities in this section is to 
help students understand that career exploration 
is an ongoing process, of learning about them- 
selves as they learn about the world of work. 



Equipment and Materials 
Teachers will need: 

• Filmstrip projector and cassette tap| player 

• FS/CASS ^/Introduction to the Career Jnforma- 
tion System'' • 

• FS/CASS **Using the Career Information Sys- 
tem" , 

• Career Information System Guide . 

• Access to CIS materiais ^ ■ / 
Students will need: 

• lACE booklet ^ 

• Career Information System GuiQe 



Presentation 



Activity 

(1 

Ask students to-N^ead and disciiss the three \ 
ways they may/lookXat themselvefe, .outlined ip 
their lACE bofoklet. X;e^ 

discuss the foNowing by John Masefield, 

asking which ''rrtaQ" is reaj/y the person. 
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Activity D — Occupational information 

^ (i/2 class period). 

Through this activity, students should become 
aware of the foUowing: / . 

(1) There are thousands of different occupations, 
manyoTwhich are obscure. 

(2) The title of an occupation does not always 
; represent what a worker does. 

(3) More information than^a^title is needed for 
ca^ec exploration. ) 

. « ... 
irect students to .complete the quiz. The. 
answers are as foltows: a-3, b-1, c-1, d-3, e-2, f-t, 
g.2,h-2/i.2,j-3. ' 

Write the answers on the chalkboard or read 
them to the class.* Direbt students to check their 
answers. Discuss the exercise with the students, 
using the following comments as a guldie. 

1. Students need to be aware that thej^ are 
thousands of occupations of which iRey^nfiay 
never have heard. These may be occupations 
which have few people^emptoyed in them or 
which are not found in tlwe students' geograph- 
ical region. 

2. Occupational titles can be misleading. You 
cannot always know what a worker does from 
the title. You need a variety of information 
about an occupation as you consider it as an 
occupational alternative. Use the Chalkboard to 
record students suggestions about the kinds of 

. . occupational- information, they think could. bue-^ 
useful. 1^ 



Activity E — Organizing Occupational Information 

{1/2 class period) . 

Discuss the concept of classification with the 
students. As an example, you might ask thjsm to 
name "way? of classifying people (name, age, 
grade, .weight, height, strength, religion, income, 
etc.). then ask them how such classification can 
be useful. 
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Show the filmstrip ^Mntroduction to th^ Career 
Information System." The filmstrip should help 
students become aware of the riefed to (a) classify 
information into different classiticatibn systems 
to facilitate the iriformation's access and (b) use a 
classification system linking both self and oc- 
cupational information in order tpi make satisfying 
careerdecisions. . V \; 

■ . ■ . J H/ . ■ ■ 

After showing the filmstrip,/use the following 
questions and comments to gurde th&xliscussion. 

1. Why is therea need to classify information? 

COMMENTp^yJype of information needs to 
' bei^rganized iirq^derto befqund andused. 



2. Why is there a need to use different classj^f ica- 
tion systems on the §ame type of information? 

COMMENT: Discuss with the students, for\ex- 
ample, the problpms a person unfamiliar w|th 
the comniunity would have finding a product^or 
a service using only the white pages of the 
^^telephone directory: ^ 



3. What classification systems were described in 
the filmstrip? 

- COMMENT: Help/Students review the alpha- 
betical and Dewey systems, as wel1*as the Dic- 
tionary of Occupational Titles' alphabetical and 
^ WorkerTraitGroyp Arrangement systems. 



4. What problems could a person ha\^sing oc- 
cupational inforniiation filQd alphabetifcally? 
COMMENT: A person must know the occupa- 
tiohal title in order to find it in an alphabetical 
arrangement. ^ 

5. How are the organization of the Career Informa- 
tion System and the organization of the yellow 
pages of the telephone directory alike? 
COMMENT: Thex)rganization of the Career In- 
formation System helps a student find occupa- 
tions even if the student does not know the 
name of the occupation. 



6. All the occupational information in the Career 
information System is classified by Work%r 
trait Groups! How can thJ^ system help you 
relate the ocpupational information to you — 
your Interesi^, abilities^iaodaptitudes? 
COMMENT/ The V\^eJfR&r^rait Groups are 
groups of oWupations that have simjyaar worker 
qualifications such as ^interests, abilities, and 
aptitudes. Students can use their own interests, 
abilities, and aptitudes to explore occupations 
land make satisfying careerdecisions. 



Activity F -^(Using the Career Information System 

' ; (1 class period) 

•Show the filmstrip **Using the Career Informaj 
' tion System/' This filmstrip should help students 
to develop an understanding of how to use the 
Career Information System to (a) investigate a! 
specific occupation anci iti^related- alternatives 
and (b) explore groups of occupations related to 
''.their interests'and abilities. 
^> Show the students where the CIS materials.are 
located and briefly review the use "bf these 
materials with them. You may want to use the 
'Touring, the Career Information System'' section 
of the Career Information System Guide as a 
guide. 

Discuss the CIS materials with the students, us- 
ing the following questions. J ■. 

1 . Why are occupations organized by groups? 
COMMENT: 'Occupations are generally organ- 
ized by groups to show a relationship among 
occupations. Some grouping arrangements 
show a relationship as to the products 
developed or the services provided. The Worker 

— — Trait-Grroups-are-hbmogerieous-cluMers-of-oe- 
cupations requiring similar worker character- 
, istics for satisfactory job performance. THey 
are also grouped by the general nature of the 
work performed. Occupations belonging to \he 
same group provide students with related oc- 
cupational alternatives. 

2. Hqw can you use the Career Information 
System to find information about specific oc- 
cupations? 

COMMENT; Students can use the Alpha- 
. betical Card File, as well as the. Dictionary of 
Occupational Titleis, Fourth Edition. 

3. Wbat source of information Contains a brief 
description of each occupation? 
COMMENT: The Dictionary of Occupational 
Titles, Fourth Edition./ - 

4. What sources of )information are used to find 
the occupations belonging to each Worker 
Trait Group? 

COMMENT: The most common occupations in 
each group are listed in the Worker Trait Group 
Guide- 

5. Why is it imporfant to use more than one 
< source of information about an occupation? 

COMMENT: Different sources give different 
types of information. For example, the Occupa- 
tional Outlook Handbook, published by the 
U.S. Department of Labor, includes forecast in- 
formation on employment opportunities. 
Students should understand that some types 
of information are written for recruitment or 
other purposes which may provide a biased 
point of view. 



- : CABEER E)tPLORATION 

..Purp9S(B:- ■ ■ ■/ 

The purpose of tKe activities in. this section is to ^ 
help stticleHts ^e th^ir interesjs, abilities and • 
goals to identify groups of occupations for detail- ^ 
ed exploration, and to make plans for pursuing 
their career exploration; 

Equipment and Materials 

Teachers will need: ^ ' ^ 

• Fi I m^trip projector and cassette tape player 

• FS/CASS'^Examing Your Interests" 

• FS/C ASS "Work Activities" ' 

• FS/CASS "Work Situations" 

• FS/CASS "Credentials and Competencies: (Set 
Ready. Get Set, Go" 

• 'FS/CASS"WhatAre Aptitudes?" - 



•■ CASS "Sounds of Work" (Side t) and "What Is 
My Occupation?" (Side 2) • 

, • . . . ^ ■ - 

• School Subject — Occupation Index (optional) 
Students will need 

• IACEbo(ik!et ^ 

• Career Information System Guide 

• . Worker Trait Group Guide ■.: ■ * 

• Worker Trait Group Index to Occupational Infor- 
mation . ' 



> File Content Notebook 

^ ^ , .. , ~ ■ . 

• Alphabetical dard File 
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• FS/C/\SS "Learning About Your Aptitudes" ^ J;^,. 



• Suppleilqnent to the Dictionary of Occupational 
Titles, Fourth Editioh , 

PriBsenlation ' v'^ 

Ask students to read and discuss the introduc- 
tory paragraphs under the heading "Career Ex- 
ploration" in their booklet. 



Activity G ~ Expressed Interests , 

(1-1/2 class periods) 

Ask students to read and discuss the definition 
of the derm "interest" as described in their 
booklet. Then show the filmstrip, "Examining 
Your Interests." 



3. 



The. filmstrlp should help students to (a) 
develop an understanding of the way they can ex- 
amine their interests, and relate them to occupa- 
tions and other career activities and (b) realize that 
interests often change as people mature. 

After the filmstrip presentation, use the follow- 
ing questions and comments to guide the discus- 
■sibn. . 

1: The following questions m|M|help students 
define their interests. 

.' • • " ' ■ ' 

. a. After the school day is over, what do you 
Mketodp? 

b. Do your hobbies tal<e you indoors or ou|; 
doors? 

c. If you enjoy reading, what l<inds of books 
or magazines do you read? 

. d/ If you were free to do whatever ypu ig/anted 
for one.hbur, what would you do? 

e. What would be yourldeal weekend? ^ 

' f. What is your favorite school subject? Does 
it have to be the stJbject in which you obtain 
thebestgrades? Why,arwhy not? / 

g; What movies do you like 4o watch? Televi- 
sion shows? ^ 

h. What inte^pests did you express in answer- 
\ . ing these questions? . ' ^ ' 

- ■' ' • • ' . '. ■ . 

i. The students in the filmstrip-tpok an in- 

- terest survey. What do the Results of such 
surveys show? . 



2. What are some of the ways you can use to find 
what your interests are in various areas of 
woric? 

a. Wh^t kinds of books and materials can 7- 
help you learn about the^wOrld of work? ^ . \^ 

b. How could movies, television shows, or 
filmstrjps help? . 

c. How could a firsthand experience help? ^ \ 

d. What can you learn by observing others in . o, 
actual working conditions? ■ ^ . 

e. How could listening to others describe'^ 
theirexperiences help? . ' \ 

c > ' * w , 

f. What factors would you have to keep in 9. 
mind? 



g. Wovvcould you use the results of an in- 
terfestsurvey for occupational exploration? 

COMMENT: Some of the the students may 
have already used some ajfjMiesis methods. 
Encourage tl^em to describe their ex- 
periences to the class. 

Why should^you examine yoijr interests when 
you plan your career? How can you relate your 
^ interests to your goals? 

COMMENT: People tend, to find the most 
satisfaction in work t+iat relates closely .to 
their interests and goals., \ 



- Are your interests the same as five years ago? 
Why should you consider your present in- 
terests as you fhink about possible occupa- 
tions? ^ , 
COMMENT: The activities that held your at- 
tention five years ago; are perhaps not ttie 
ones that absorb you *today. As you consider 
occppatiohs Mkely^prove sattsfying,:be sure, 
your refefence is toxjurr'ent occupatiQns, and 

—current interests. — — 



In the filmstrip, Cliff may pursue, his interest 
in music and entertainment in differeRj ways/ 
What options does he have? 

COMMENT: Cliff may choose to make enter- . 
taining his full-timje or part-time occupation. 
Encourage students to proje.ct th^^ossible 
consequences of either option, ^ 

What are some of the intereWtf ;^f Ihe 
students in the filmstrip? How coula^hese i^ 
terests relate to an occupation? / 

COMMENT: Some of the interests included 
riding a motorcycle, driving a car, reading 
books, drafting, dancing, physigal education, 
buiiding,^ playing games,, wfirkiag on televi- 
sions and ina machihe shop, and playing pro- 
fessibnal balK Ask the students to, relate 
these interests to occupations. 

In the filmstrip, how did professional athletes 
and the counselor influence Jim's interests? 

COMMENT: Jim .was ^Influenced by the 
gjamounthat professional athletes represent 
and the results, of. the; interest survey. 'The 
counselor indicates through these results 
Jim's high interest in machine wqxk and math. 

In the filmstrip, how <lid Terry'§ sister and her 
sister's friend influence Terry's interests? 

COMMENT? Terry was ' influenced^ by her 
sister's beliefs and by listening to her/si.ster's 
friend tell of her work experience. 

What occupations are women entering today 
that.used to be held mostly by mm? 
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COMMENT: pisclission, should tyring ouV: 
su.(^h occupations as doctor, dentist, school 
principal, • lawyer, judge, engineer, construe- 
tion worker, etc:-^ .. . .. 

10. What dccupatrbn^ are men entering today 
that used to be held mostly by women?* ' 
COMMENT: Discussion should bring out 
such occupations as nurse, secretary,/ 

, elementary teacher, telephione operator, f I iglit 

attendant, etc/ ' 

• ■ . ' ^ - ^ .•**■•■ ■ ■ • . ■ , ■• . . 

11. Are men and w^^ff^ entering occupations 
' that used to beTj^Id by the opposite sex 

because their interests have chsinged? Why or 
why hot? 

COMMENT; DiscuSsxhanges in society that 
• influence changes in individuals.^ 

12. . How do your interests differ from, those of the 
; students in the filmstrip? 

.. COMMENT: Let students discuss'- their in- 
, Jerests, ' 



13: What people or events have influenced your 
interests? How? . , 

' COMMENT: Have the students Identify as 
many different people, or events as possible 
— parents, friends, vatjations, etc. Ask the = 
students how they were infJuenced. 

14. What occupations are related to your in- 

COMMENT: Ask the Students, to relate at 
vieast two occupatipns to each^ interest ^rea. 
To avoid repetition, you may want tp jRst the' 
student's interest areas on the chalkboard, 
and the corresponding occupations as the 
students identify them; 



HeTp^students follow the directions given in^^ 
■ tivity G of their booklet. Be sure students under- 
starid how to mark their interest in Column 1 of r 
the Worker Trait Group Selection Chart located at 
* the back of their booklet. ' 



Activity H — Work Activities 

(2 crass perio'ds) 




ItJs recommended that you review the/'Work Activities Checklist 
•Utilization Guide" on page 89 of this manuaf before presentirrg this ac- 
tivity. - \ ^"^^ - 

. Ask students to I'ead the introductory paragraph iri their 1ACE 
booklet, then show the filnristrip "Work Activities." 

The.filmstrip should help students to (aj develop an understanding 
of the ten types.of activities related to the work'peopte do, (b) become 
aware^ of.the influence that workers' preferences for certain types of 
aGtivitifes have oh worker's job pgrfprrnance iand satisfaction, and (c) 
becdme aware of th*feir own likes and dislikes and the way they can use 
« their preferences to explore occupations. 

' Aftex the filmstrip presentation, use the following quesjtipns to 
guide the discussion. The responses to the following questions are 
likely to be subjective i/i nature sincewthey deal with the students' 
. preferences to the ten types of v/ork activities. This is why therje are no 
teacher's cues and s^gigestions* following each question, tt is impor- 
^ tfentHl>at the students feel free to express their opinions and feelings 
:^aM^(tha'f^^ . ^ 

J>: ^* \ . : ^ , - ■: . ^ ■ . ' . ■ ■■ ■ 

nal experiences,, in work or leisure, have you had with 
en types df activities? , • 1. 

ties do you pirefer?^ 
hydo you prefer cerfein kinds of activities? 

- .can;' knowing what yoi^ like, to do help ybu explore qccupa- 

iona?'''V - ; v'"'''. :;^'^ . ■^'r' >^ ■ ■' 

h^ve students read the Work Actiyity Descriptions in the Career In- 
formation System Guide. Prior tb writing down their own experiences, 
iasft^^tu'bents to give you examples for each of tHe activity-typ^^ to-be, 
surethey understand what they^aretb do. . .. • ... \ 

. Go overthe instructions for the Work ActivitiesChecklist, Part 1. and 
rith the students. Be s^ure they understand Kow to rank d^der their 
pi^eferences. : V. . 

Hrect students to complete-Coiumn 2 of the Worker Trait Group 
^'Sejfectjon Chart iocate*d at the biack of their booklet. ■ ; ^ ; . 
'^"^rx^PTION.: This is a good point at which to^ifttroduce^ 
Worker trait Grotjp^Keysort Deck for combining variables in>bareer^x- 
"ploration. Full. instructions on how. to use the cards^ with diffbrent-sor-. 
ting logics are located in the Career Information Systerri Cauide. 
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Activity! — Work Situations 

(2 class periods). 



•■; ■ y . ■■■/•■■■.; \ ■■■ ■ . 

It is recommended that you review the "Woh< Situations Checklist . 
Utilization Guide" qn page 93 of this manual betore presenting this acr 
tivity. . • 

' Ask students to read the introductory paragraph in their lACE 
booklet, then show the f ilmstrip ''Work Situations." 

The filmstrip should help students to (a) develop ^n understanding 
of the ten types of situations which put demands upon «orkerSj (b) 
become aware of the influence workers' adaptation tosithese demands 
has on the workers' job performance and satisfaction, 4TTd^(cLbgcome 
aware of the typesof situations they prefer and want to avoid; 

After the filmstrip presentation, use. the following questions to 
guide the discussion. TKe responses to the following questions are 
likely to be subjective in nature since they deal with the students'^ 
preferences to the ten types of work situations. This Js why there are. 
no teacher's cues and suggestions following each quisstion. It is im- 
portant that the students feel free to express their opinions. and feel- 
ings, and that^they respect those.of others. There are no right -qr wrong 
answers. ^ . ^ ^ ^ / ' ^ ■ . ■ . 

1. What personal experiences, in work er leisure, have you bad with 
each of the types of situations? 

' 2. \A(hat situations'do.you prefer? Why?, . 

. 3/WhatVituations do you want td^^^ ; . 

•4.VKOW can knowing vyhat situ^ttons you prefer help you explore oc- 
cupations? ■ ■ ; ' \ ': i^"'. 

Have Students read the Work Situation Descriptions in the Career 
Information System Guide; Prior to writing down their own ex- 
periences, ask students to give you examples for each of the situation 

types.-"-;' ^ 
^lI: . . Gb over the instructions for the Wbrk Situation Checklist, Parts. 1 
and 2 with the students. Be sure they understand how to rank qfder 
their preferences. v 

Direct stutlents to complete Column s of the Worker Trait Group 
. . . Selection Chart locate^d at the back of their booklet. . ^. 



Activity J — Sehool Subjects 
(1-1/2 class periods) 

it is recommended that you review the "School 
.Subject — Worker Trait Group Chart and School 
Subject — Occupation Index Utilization Guide" 
on page 103 of this manual before presenting this 
activity. = 

Ask students to read the Introductory^ paragraph 

COMPETENCY. 
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After the filmstrip presentation, use the follow- 
ing questions and comments to guide the discus- 
sion. 3" \ . ^ 

1. ythaX kinds of credentials can a persqn ac- 
quire? 

.COMMENT: The filmstrip gave the following 
exSimples: birth certificate, passport, blue rib- 
bon, crlsd'rt card,. diplomas, theater tickets, etc. 

2. How can credentials be acquired? 
COMMENT: Taking a course, passing a test, 
winning a contest, paying afee,etc. 



What credentials miay be required by law? 

COMMENT: When the public satiety is in- 
volved. Ask students to give specific examples. 



Why vyould an employer be 
credentials? 

COMMENT: To determine 
available for tlje job. 



interested in* your 

the best person 



5./ Will credenti^als help you keep a job once you 
get it? Why, dr why not? 

V COMMENT:- Credentials show what a person 
should be able to do; competencies are what a 
pierson can do. Competencies, not, credentials, 
vh^lpyou-keepajob. . :; . 



i% their lACE booklet, then show the filmstrip 
"Credentials and Competencies: Get Ready, Get 
Set, Go!" 

The filmstrip should help students develop an 
understanding of competency as what a person 
is iable to do, '*(b) credential as what a person- 
should be able to do, and (c) the yyays competeh- 
cie.s and credentials can be acquired and can af- 
fect obtaining and retaining a job. 

. ■ ' ~ ' ' . "• " ■ 

-CREDENTIAL. 




6^ Is school the only place where competencies 
can be developed? Why, or why not? 
COMMENT: Each person has been acquiring 
certain competiBncies since birth. Therefore, 
competencies can be developed in rnany dif- 
ferent places. 

7. What skills can you refine in school? 

COMMENT: This 'might include comniuni- 
eating with others, getting along with others, 
solving problems, and thinking Gritically, as 
well as acquiring skills specific to subject mat- 
ter: ' ■■ ' ■ „ .■ , . 

V'v Assist students in using the SchoSi Subject- 
Worker Trait Group Chart. Show them an example 
of how they can use a school subject to find 
Worker Trait Groups to explore. (The chart and- its 
instractions.are located in the Career Information 
System Guide.) 



Help students follow the dijections given Hi Ac? 
tivity J of their IpQoklet, A students have com- 
pleted Cofunhns 4 and 5pf the VJa^er Trait Group 
Selection Chart and - Columns 1 and 2 of the 
Worker^Trait Group Exploration Chart in their 
booklet, you may wish to explain the use of the 
School Subject — Occupation Index. 



Activity K — Aptitudes 

(3 class periods) . 

It is recommencled that you review the '^Aptitudes Checklist Utiliza- 
tion Guide" on page 98 of this manual before presenting this activity. 

Ask students to read the' introductory paragraph in their lACE 
booklet, then show the filmstrip "What Are Aptitudes?" 

The filmstrip should help students develop an und^standing of (a) 
aptitude as the ease or quickness with which a person can learh a cer- 
tain type of knowledge or skill, and (b) the ways in which they can iden- 
tify their own aptitudes. 

Ttptitudie is an attempt to assess the relative ease or difficulty one 
might expect when learning new-knowledge or skills. Aptitude is not a 
measure of what .a" person can or cannot do. Students should 
recognize that interest and motivation can help them overcomie learn- 
ing difficulties. 

After the filmstrip presentation, use the following quptions and 
comments to guide the discussion, ' V 

1. Explain the meani^s of achievement, ability, and aptiti/de. ' \ 

COMMEMT: Help the students define these three words. Achieve- ' 
ment is what you have done. Ability is what you can do. Aptitude is 
what you can learn to do. These words describe the past, present, 
and future of tfje same per^nal characteristic. 

2. What kinds of aptitudes are needed for achievement in certain 
school subjects? What kinds of aptitudes are helpful in* school ac- 
tivities^sucb^s^c \ / 

COMMENT^ Ask students.to be speciifiqin\t>eir responses. 

3. What evidences*e^ptitudes can yo\j identify in your achievements 
(past)? What evidences can you Identify through your abilities 

(present)? \ ' --v 

COMMENT: Students may need help in articulating what they can 
learn to do. Remind them that aptitudes are not confined . to 
academic learning. 

4. How can ypu use the concept of aptitudes when selecting school 
subjects? Selecting recreational activities? Do you think there is a 
relaftonship between what you likie to do and what you can do well? 
Explain your answer. 

COMMENT: Most people seem to fike to do what they can do|weU. 
Students are often motivated to learn what they think they can com- 
plete sifccessfuily. 

5. Could you have aptitudes of which you may be unaware? How 
might you learn about them? What school subjecl§ or activities 
might help you identify your aptitudes in particulairi^i*as? 
COMMENT: A person .could have aptitudes related to fields in 
which they have no Experience. For example, one might have ap- 
titudes, related to music, but be unaware of them because one has 
had little experience in music.^ 



Show the filmstrip ^'Learning About Your Aptitudes." This filmstrip 
explains how students can estimate their own aptitudes, using the ap- 
titude types and.levels defined by the U.S. Department of Labor. 

The filmstrip should help students to (a) identify their own aptitudes 
by examining their achievements a^nd present abilities and (b) become 
aware of the waVthey can use their aptitudes toexplpre occupations. 

After, the filrnstrip presentation, use the following questions and 
comments to g^ttd^the discussion. ^ r ^ . 

1. Explain th^ advjM^ages of using the Dictionary of Occupatlohal 
Titles' aptitude calegories to estimate your aptitudes instead of 
such expressions as "musical aptitude" or "dravwing aptitude." 
COMMENT: If you estimate your aptitudes in terms of the Dic- 
tionary of Occupational Titles' structure, you can relate your ap- 
titudes to specific groups of oecupations. ' 

2 Suppose you have a high level in a certain aptitude. Does this mean 
you will be successful in occupations involving that aptitude? Ex- 
plain your answer. « 

y COMMENT: Aptitudes must be used to develop abilities if they are 
to contribute to jqb perforrrrance. There are many factors other than 
aptitudes (interests, motivation, opportunities, values)^|^^affect 
job performance. 

3. Suppose your estimate of a certain aptitude is lowllltit^n the 
significant aptitude level needed for an occupation. What should 
you do? 

COMMENT: Interest and motivation may help the individual over- 
* come difficulties in learning the required skills and knowledge. Fur- 
'■ r iher, &n aptitude estimate based on limited evidence may not be ac- 
curate. Students Should never bypass the exploration of an Occupa- 
tion on the basis of an aptitudeestimate alone. ^.Z;- 

Ask Students to read the aptitude descriptions and clues located in 
the Career Information System Guide and discuss their own ex- 
periences with each type of aptitude. 

Assist students in completing the Aptitude Self-Estimate Record 
located in their lACE booklet. The aptitude estimates are indicators o{ 
the ease^with which students can develop abilities. However, they may 
be misleading. If a student has had a great deal oYexperience in perfor- 
ming certain tasks, the estimate might be too high. But if he or she has 
' had little experience in ah.area, his or her estimate n^ight be toolo\A/. ; . , . 
Direct students to follow the directions given in their booklet to 
complete Column 3 of the Worker Trait Group Exploration Chart. You 
•may wish to demonstrate how students can run the top edge of the Ap- 
titude Self-estimate Record along th% Aptitudes Indexjocated in the 
Career Information System Guide. Remind students that th& mforfTia- 
tion provided by the index is to bemused ortly in a general way, as 
specific occupational requirements may differ. These differences may 
include either an additional aptitude for an occupation, or fewer ap- 
titudes for an occupation than fdrtheWorkerTrait Group. 

Ask students to read and.discuss the summary points located at the 
end of Activity K in their booklet. The levels of aptitudes required for. 
occupations usually. do not* vary significantly from the levelsrrequire^^^^^^^ 
forthe Worker Trait Group. ■ , ; . r / 



Activity L — Other Factors 

(1-1/2 class periods) 



: This activity deals with other factors which are; 
useful in exploring occupations, such as social 
and physical surroundings. 



I. 
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Ask student^ to read the introductory 
pairagraph in their I ACE booklet, then play the 
tape/'jiA/hat is My Occupation?" 

The 'cassette should help students become 
aware that (a) sonrie occupations may have 
similar social and physical surroundings, (b) 
others may have similar work tasks, and (c) the 
particular combination of these and other fac- 
tors is what makes occupations differ. 

Students will listen to fifteen different 
etches on occupatic^s. Each sketch con- 
tains clues io the identity af- the occupation 
without reveatihg any specifics, these clues 
are very general at first and get more reveaMng 
towa/d ^he en'S^ of the sketch. The activity is 
as a game for students' enjoyment 
^. Remind students that the'spirit 
ition should not prevent them from 
reafpec^tmcj others' feelings and opinions* Direct 
students/to follow the directions given in the 
tape's^ntroduction. Play -th^ tape. After 
students have heard the first series of clues, 
9top the cassette at the-tone. Ask them to write 
down the title of the occupation they think Is 
.described by the clues/next to the number "1" 
^in' the 'blank providecyin their booklet. Repeat 
the process for all/fiffeen sket'ches/ Direct ' 
students to exchange booklets. Write ori the 
chalkboard the following answer key: (1) car- 
toonist, (2) principal, . (3) secretary, - (4) bank 
teller, (5) archaeologist,.?(6) cook, (7) fire fighter, 
(8) actor, (9) farmer, (10) podiatrist-(foot doctor 
or specialist), (11)x;osmetologist (beautician or 
hair stylist), (12)t»ight attendant, (13)motiori 
picture , projectionist, . (14) sewing machine 
operator, (15) wild animal trainer. 
. Through a show of hands^^find out how many 
students correctly gue^sep eaich occupation. 
Wfite each number of correct answers next to 
the corresponding occupation on the xhalk- 
. boarcDThe occupation with the lowest number 
. of c^rect answers is declared the ''winning" 
Qccupation. 
Ask students to check the booklet in front of 
. them with the.ahswer Rby on the chalkboar^ 
Direct them to tabulate the total number of corT 
rect answers,. The* student with the highest 
number of correct answers is declared an '.'oc- 
cupational specialist." 

Discuss the game's results. and the reasons 
for student's discrepant answers. Use . the 
following questions and comments as a discilsv 
sion guide. 



1 . What wefe some examples of social surround- 
ings that were given as clues? « 
COMMENTi^Work alone; part of a team; self- 
employed; laws and regutations to be followed. • 

2. What physical surroundings were used as ) 
clues? 

COMMENT: Indoors; outdoors; dirty; well- 
lighted; physical exertfon. 

3. In what ways are occupations similar? 

COMMENT: Occupations may have some simi- 
lar tasks and physical and social surroundings. 

4<. What makes occupations unique or one of a 
kind? 

COMMENT: The particular combination of fac- 
tors such as tasks, physical and social sur- 
roundings, interests, and abilities. 

.5. What crtkeis in the occupatibrr's d^cription led 
ybu to identify the occupation you named? To 
what other occupations could these clues ap- 
ply? h; ; 

COMMENT: This part of the discussion is 
designed to help students pinpoint the clufes 
that might have led them to name other, but 
similar, occupations. For example^ students 
might have named the followinig occupations: 
(1) syndicated columnist, (2) jan/itor, (3) life- 
guard, (4) fast food server, (5)'hisrarlan, (6).car- 
■ ^ pejiter, (7) physical laborer, (8) puppeteer, 
(9) construction laborer, (10) shoe salesperson, ^ 
.: (1 1) dog groomer, (12).vyaiter/waitress, (13) ra- 
;.dio annbuni.cer, C14) aj5sembler,^(15) dentist. 

II. As one of the' physical factors affecting job 
satisfaction, students should become aware of . 
the kind and amount of nofse to which workers 
are eJ*posed in different occupations.. 

Write on the chalkboard the following titles 
of occupations. Ask slffidents to read the titles 
and think about the sounds associated with 
each occupation. If students cannot name the 
.. occupation, they^may name tha setting. 




L^clothes 



b. 

c. 
d. 
e. 
f. 

g- 



■ppmmert 
: {Dresser 

Grocery clerK; 

Carpenter 

Dentist 

Printer 

Jackhammer operator 
Playground director . 



h. Truck driver 

i. Auctioneer 

j. Gravel plant ' 

operator 
k. Musician 
1. Airline pilot . 
m. Typist : - • 
n. Traffic Officer 
o. Bookkeeper' 



Inform the students that the scAnds associ- 
ated wfth the occupational titleis on the chalk- 
board are arranged in a different order on the 
tape to which they are going to listen.; Direct 
students' to write the bceupational titles, cof-^v^ 
respohdinj^ to the sounds in the order they hear 
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^therri oh the tape in the blanks provided in their 
booklet. For example, if a students "thinks that 
the first sound coi-responds to a nnusician's 
work setting, the student is to write: **T. musi- 
cian." 

Play the ''Sounds of Work^-'tape. Allow the 
students enough time to write down their 
answers between sounds. 

Play the tape again and ask studen-ts to nanrie 
the occupation associated with each sound. 
The correct answers are: (1) dentist, (2) book- 
, keeper, (3). grocery ^ clerk, (4) gravel plant 
dperator, (5) airline pilot, (6) jackhammer 
operator, (7) auctioneer, (8) musician, (9) com- 
mercial clothes presser, (10) traffic officer, 
(11) carpenter, (12) typist, (13) prfnter, (14) truck 
driver, (15) playground director. 

Ueaid a class discuss^n on the importance 
of souhd in work settings. Students' responses 
Will vary, depending on individual preferences. 
Use the following questions as a guide. 

1i Whait noises would you like to.work with? Why? 

2. What noises would you not want to work with? 
Why? 

3. Are your likes and dislikes the same as those of 
others ;in the class? Why, or why not? 

4. What.are the noises associated with your work 
setting — the school? \A/hich noisbs do }^u 

(_ like? Which do you dislike? . 

5. Would you accept or refuse a job on th1e basis 
of the sound involved? Why, or why not? " 

111. Ask Students to complete Columns 4 through 
'.,7 of the Worker Trait Group Exploration Chart, 
in their lACE booklet. Help them locate the in^ 
formation they need in the Worker Trait Group 
Guide. 

Activity M — Occupatidnaf Exploration 

(3 class periods) 

Direct students to examine the information they 
have compiled on the Worker Trait Group Explora- 
tion Chart of their lACE booklet. From the informa- 



tion they have, they should select the Worker Trait 
Groyps they wish to explore at the occupational 
level.^lt IS import^t they they^look af the group's 
which involve the factors they value most, not 
simply those groups which involve the grieatest 
number of factors they prefer. Thu^, students may . 
decide to explore a group which involves only one 
or two of the factors they prefer, if those factors 
are the ones that are most important to 'them. 
Have students complete Column 8 of the chart. 

After students have selected groups to explore 
at the occupational level, be sure they have ac- 
cess to the materials- of the Career Information 
System. Help students cqmplete the Occupation 
Exploration -Sheet located in their booklet. Make 
sur&^'they understand each of the information 
categories included on the sheet. You may wish to 
have students work, on this actrvity outside class. 
If so, be sure they have access to the Career Infor- 
miation iSystem, 

^ SUMMARY 

.■■ ■ ■ 

Direct students to read the' isumniary and to 
discuss the instructions for completing the Sum- 
mary Chart in thejr lACE booklet. 

Ask students to discuss vvhat they have learned^ 
about themselves^ and about occupations. Each 
student should be able to identify school courses 
he or she can take tp work towards, his or her 
career goals. In addition, sKlQents should be able 
to describe other activiiTes th^ can pursue 
(reading, extracurricular activities, hobbies, part- 
time or summer work) which will help them 
prepare for or explore further the occupations in 
which they are interested.. 

Students should have a clearer understanding 
of their goals, -their interests, and their abilities, 
and be able to relate them to occupations. Jijey 
should use this information in career ex pi orati'Bn. 
' Further, they should be familiar with the four 
phases of the learning process (understanding a 
concept, personalizing It, assessing self in rela- 
tion to it, and applying the concept) as they relate 
to the concepts presented in these activities. 
Therr ability to- use these concepts and under- 
' stand the process will help them in-the lifelong 
process of career exploration. Though the con- 
cepts are relatively stable, students' interests and 
the nature of work opportunities Will change, and 
the students need to continuously assess 
themselves in relation to the vvorld of work. 



WORK ACTIVITIES CHECKLIST UTILIZATION GUIDE 




iNTRqDUCTION 

Everyone has preference's for certain types of 
activitiefe. The same type of activity can b0 found 
in a vejrifety of settings, including leisure, nonpaid 
work, and job tasks. Since interests are known to 
be- a critical factor in career satisfaction, 
awafenesis of one's preferences can be extremely 
, helpful in career exploratipn. \./ ^ • 
Preferences are based on experiences. St\j- 
^dents have had many experiences in school, 
leisure, and nonpaid work. However, their occupa- 
tional experience is usually limited. The tasks 
workers do in their jobs involve many differeat 
kinds of activities, but these activities can be 
classified intoJen basic types. These types of ac- 
tivities may be used to describe not only the 
Wojirkers' tasks; but all other, activities as w§l|, 
such ai^ leisure, hobbies,'and nonpaid work. So, by. 
defining their preferences for types of activities 
on the basis of their own experiences and feel- 
ings, students can identify groups of occupations 
whose significant tasks fail into their preferred 
types of activities. 

The teri types of work activitiies are derived from 
the Interest Factory contained in the Dictionary of 
"Oc'cupatjonar Titles (DOT), Volume II, Third Edi-' 
tion, 1965. Theseclnterest Factors are one of the 
bases upon which the hdmpgeriec^s clusters, of., 
occupations known as .Worker Trait Groups were 
formed. The Interest Factors of the DOT were 
rganized as five bipolar pairs. The bipolarity of 
the' Interest Factors means that the presence of 
one suggests the absence of the other, ^ob 
analysts identified the predominant Interest Fac- 
-tors related to satisfactory performance in oc- 
cupations. If one factor of a biopdlar pair was 
^identified as more important, the other was 
N5aitomatical)y rejected. 

, Although occupations may ' be rated as 
predominantly involving one factor to the exclu- 
'sion of its paired factor, individual's jnterests 
need not be bipolar. Thus, in the Career informa- 
tion System developed by the Appalachia Educa- 
tional Laboratory, the Interest FactoU are treated 
independently, eliminating their bipotarity. In ad- 
dition, they are called "Work Activities'' rather 
'than Interest Factors, since*each factor is defined 
as a prieferencQ.for a type of activity. 

To help you emp'hasi^e the internal assessment 
approach.of the CIS access materials, use the four 
phases of learning to present the Work Activities 
Checklist in the following way: 

Phase 1 — p stindents develop an understanding of 
thi6 concept-4hrough a general introduction, a 
filmistrip, and definitions of the work activities. 
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Phase 2 — students personalize the concept by 
relating their own experiences to eachlype of 
work activity. 

Phases — students assess themselves in relation 
Jo the;.iwork activities by comp^eting a checklist 

which4fielps |hem define their preferenges. They . 
'Clarify 3nd sort the work activities to identify 

ttiose most meaningful to them as. individuals. 

Phase 4 — students apply the concept by identify- 
ing Worker Trait^Groups to explore on the basis of 
their work activity preferences.^ Subsequent ex- 
ploration of these groups aflows them to refine 
theirpreferences. Thus, their career explor^^ is 
an interactive process of self and occupational ex- 
ploration. ' . . / /» 



PRESENTATION 

Your rdle as leader is one of organizing the ses- 
sions, motivating the students, and facilitating 
the learning process.'Learning is^th^e responsibi- 
lity of the learner. StudentSmust^be allowed ^and 
encouraged to assume this re^ponsibTlity and to 
apply the learning process tp^eir career explora- 
■tion and decision-making^^ 

Equipment and MaterraHs 

Leaders wiH need: 

• \i^^ork Activities Checklist . 
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• Filra^rip projector. and cassette tapdrplayer . 

• FS/GASS **Work Activities'^ . , 
j jstudents will need: ; I - . 

• Work Activities Checklist (1 per student) ^ 

• Career Information System Guide (1 per student) 

• Worker Trait Group Guide {10 per class) 

• Worker Trait Qroup Keysort Deck (optional) 
Time • 

• Presentation . of th^sjhecklist. rediuires approx- 
'imately four 50-minute class sessions, if you do 

not have this much time, some activities rnay be 
assigned for.completion between sessions, this 
tirpe allotment assumes that.students-^jave been 
oriented to the Career Information System. If jfiot, 
aa additional introductory session ^^hot^c^A'be" 
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scheduled to use the •Touring the Gareer Informa- 
tion System" section of the Career Iriformatlon 
System iSuide. 

Overview 

The overviiBw shows the suggested presenta- 
tion of the activities by cig^ss sessions. \- ^ 



SESSION 


ACTIVJTIES 


OPTIONS 




• introduction , ; 
^ • filmstrip and discussion ' 


■' * « " . ' 

'. f — ^ -^^^ : 


Two 


• relating personal experiences to/ 
worl< activitie$^ 

' ,y ■ ■ . ■ 


• recoraing* personal 
. . experiences with 
W9rl< activities 


•Three 


rating and ranl<'ordering worl< 
activity preferences 


■ • - '■ ■ . , ■ . . y- <t 


Four . 

. 0 


. /y identifying Worl<erJra^Groups . 
' reiated to activity pref^ences 

h. ' ' ' ■ 
exploring preferred Worl<er Trait 
Groups in the Worker Trait 
Group Guide. v 


•/^Worker Trait Group 
Keysort Deck y 

• group d^ploration 

„ - ■ • * ' - . 0 




SESSIONS^ V 

Fjamiliarize yourself with the information in this 
section before presenting the activities to 
students. As you review this sectiori,^thjnk of ; 
other learning objectives y-cuj inay wish to in- 
tegrate. For example, one career guidance objec- 
tive might be to reduce, peeupational stereotyp- 
ing. The filmstrip responds to thi^ objective tDy. 
presenting, men and women in nontraditional oor 
oupational .rdlesVYou could add discussion ques- 
.tions on stereotyping. In addition, you might%sk' 
students to. d(Bvelop a bulletin board display. The' 
display could be organized around the ter> woj^k 
activity types,, with pictures and articles showing 
people in nontraditionai rple? under each activity 
type. - ^ : ■ • 
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Session One! 

Discuss'|p|rHt^^ paragraph of the Work 
Activities (pH^CI^Iisr^ith the students, then show 
the filnnstri'p "Work Activities." * ' ; 

The filmstrip should help students (a) develop 
an understanding of the ten types of activities 
related to the work people do, (b) become^are of 
.the influence that workers^ preferences for certain 
type^of activities have_C(n workers' job perfor- 
mance and satisfaction,, and (c) become aware of 
their own Jikes and dislikes and the way they can 
use their' preferences to explore Worker Trait\ 

. Groups and occupations. 

' After the filmstrip presentation, use the 
preceding studfent objectives as well as the 

' following itenns to guide the discussion. 



1. Just as there are many differences in people,*^ 
' V there are many differences in jobs -^ settings, 

.' '^worker tasks, wor^f; activitiisS, etc. 

2. Although there are vast\ differences in people 
and .in their jobs, there are also many 
similarities. People may have similar interests 
and preferences. Jobs may have similar set- 

^tings, tasks, and work act ivitio^^ ' 

3. Interests and preferences are based upon ex- 

. periences. People's interests may changj^ with : 
' hew experiences and are more . stable, in . 
I adulthood than durincf adolescence. ^ 

</' ' ■ . ■ • ^ . . ■ . • ' ■ ' . . ,. " ■ . - ■ . ■ 

"4. .There are ten bVoad. types . of wpr>i? activities. 
These activities apply to occupations -as; well . 
as leisure annd nonpaid vJork. V 

5. People have preferences for certain types, of 
activities. 

■ ■ • • . ** * ' ' '" ' 

6. Jobs are not^ficni ted to- just one type of work ac- 
tivity. Some :kre complex and Involve the 
.worker in several- different types ol actiyl^^ 

- - 7^ The work activity types related to each Worker 
Group are only^ the significant oqes. 
. 'Vreiated: to satisfactory jipb performance. 
WoLKers. em ployed in occupations belonging to 
-the) \A/orker Trait Groups may- be involved in 
other activities, but these activitr^. are not 
. considered to be significantly rCTclfea to job 
' • ■ performance; - ; 

. 8.= All occupations beidnging to each Worker Ti^ait 
Gro.Dp do'not necessarily involve workers in all 
ojf the activity types listed with ^he group.; 

The primary fOcus of Session One should be on ., 
^ uriderstandirig The concept (the ^ first .learning 
pljasej. The filmstrip and diseusslon should be 
O .saried to meeting this learning: objective? 



Session Two 

" Ask students to read the Work Activity Descrip- 
tions in the Career Information System Guide. Ypu 
may wish to direct students to discuss each 
description one at a time or discuss^hem all at the 
end. The purpose of the discussion is to help i 
studen^ts relate their personal experiences to the 
ten types of work activities. Examples of discus- 
sk>n ^estions that can b^ used, to help students 
persor^lize the concept are: ' 

1. Whiat kind of experiences have you had which 
are related to each of the ten types of ac- 
tivities? 

2. Which types of activities^did you enjoy most? 

., . ' ■ 

3. Why dp you prefer certain types of activities? 
. . >. ' ' ■■■')-'^- ' ' 

If your class is large, you m^iy wish to break it in- 
to smaM discussion groups so that each student 
has an'opportunity to participate. In this cas^, you 
should have a copy 6f the discussion questions 
for each group or write them .on the chalkboard. 

You can follow up on the issue of stereotyping * 
by having students examine their pvvn experi- 
ences to see if th^y were stereotyped* . 
pption: Ask students to write down their ex- 
periences related to -each type of work activity. 
This could be done outside of class or in conjunc- . 
,4!Dri with reading the Work Activity descriptions. 
Vdu; may wish to develop a form on which 
. students can record their experiences, listing the 
, ten ^types of work activities with space under 
each. If you use this option, discuss the com- 
pleted forms in class. Students' discussion -of 
their experiences^may assist others in recalling 
" the same or similar experiences. Also, -such 
discussiori helps to illustrate the different' kinds 
: of experiences any inter^ests people have. 

The primary focus bif Session Two should be on; 
personalizing the concept (the second learning', 
phase). , : . ^ 
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Session Three 

• Ask studfijnts to read and follow the directions 
given in Paft II of the Work Activities Checklist. 
Review the directions given for completing the- 
checklist with the students. Make sure stadents 
understand that the checklist is not a test; ifather, 
it is.a m^ans to help them organize their prefer- 

""'ences for the different types of activities in order 
to relate them to Worker Trait Gifcaips. 

Part I - of the checklist helps students analyze 

.and rate their feelings about each type ofwork ac- 
tivity. Then, in Part 2, they use these ratings . to - 

' rank order their preferences. .Be sure students 
understand that the activity numbers (1-10),' not 
;the rating: tcal,e nu5^bers ( + 2 to. -2), are u$ed for 
rank ordering. . : . r 



After students have c?ompleted the checklist, 
encourage' thenn to express why they like o^ . 
dislike particular activities. Help students deter- 
mine ^^wh^ether their preferences are based on 
limited or atypicaj experiences. 
NOTE: If time is available, you may wish to,st^rt 
the activities scheduled for Session Four in this 
. session, . A 

The primary focus of Session Three^shduld be 
on helping students assess themselves in rgjatioj) 
to the concept (the third learning phase)! 

l^ession Four , ■ ' ■■ ^ ^^ 

Ask students to.read the direction^ given in Part^ 
III of the Work Activities Checklist. Revtew Ihese ^ 
directions carefully with the students. If possible, ^ 
demonstrate how studfe-nts should complete each 
?tep. 

In this session; students identify the Worker 
- Trait Groups related to their activity:, preferences 
(Steps A and B of the directions), @nd then they ex- 
plore thos6 Worker Trait Groups (Steps C'arid pof 
the directions). When . students Nave identified. 
Worker Trait Groups they want to ex pi oje further 
.(Step E of the directions), encourage them to ex- 
plore at the occupati6nal level, using the CIS 
materials on their own. Be' sure students are 
^ware that the Worker Trait Groups they identify 
as related to their preferences may also be related 
to work activities they^dislike. 
. NOTE:>^^the number of copies of the Worker Trait 
. "Group Guide is limited, you should have students 
go throug>i Steps A and B forbore thari one 
choice and wait for a Worker TrajoGlroup Guide to 
'■become available before. gojng qlrto Steps C anc' 
D. There shoQId be copies of the Career Informa- 
tion System Guide and the Worl|er TraH Group 
Guide available in^the career'resource center or 
.. area wher^ the occupational information is kept. 
Arrangements should be made so. that students 
can continue, to use t%se materials outside of 
class.: . 

it is irhportant .that students understand that us- 
inq their preferences for work activities is only 
one part of career exploration/Discuss the other 
factors described in Worker Trait Groups, and sug- 



gest that they explore them as welt. If you are us- 
ing other access variables such as work sit^uatidns 
and aptitudes, you may wisVto keep student ex- 
ploration at the Worker Trait ISroup level until you 
introduce the use of^feJ4 the Variables, and then 
have students explore at the occupational level. 
Options: (1)You may want students to use the 
,Wo(ker Trait Group Keysort Deck' to identify Work 
Trai"! Caroups related to their work activity 
preferences. Some students could use it during 
Sessions Three or Four, or outside of class. (The 
limited number of decks does' not make it usually 
feasible for an entire class to use'them in the 
same-session.) Full instructions on the use of the 
Worker Tr^it Group Keysort Deck are located rn 
thfe Career Information System Guide. 
^ (2)"^ encourage ^students to continue their 
career exploration, help them form groups in- 
terested in the same Worker Trait Groups or oc- 
cupations. Some schools have < career clubs 
already formed, or your students may wish to 
begin one. You might set. up a special bulletin 
board on which students can list their interests 
and ask those with similar concerns to sign up. 

The primary focus of Session Four should be on 
.applying the concept (the fourth le^rriing^ phase). 



Coiiclusion ^ 

^ — ^ .- • 

At this point, students should have a thcsrt'ough 
understanding of^the work activities;, an^ they 
should Dibble' to us.e their preferences in career 
explorationSFurth^rj they should be 1ami liar with 
the four phases of the learning process, (under- 
standing, ^personalization, seif-assessme^t>^nd 
application) as they u'fe the concept of \^ork ac- 
tivities for career exploration. Their^ability to use 
the concept and understand the prbcess will help 
them* use yi/ork activities and, other factors ais 
guides .in the lifelong ^s^ss 0f career explora- 
tion. Although-the concm^t oft work activities stays 
.the same, st^ents' interests and the nature of 
work opportlinities will change/. Therefore, the 
students will heetf to conti^nuously assess 
themselves in relation to the-^world of work. 



. . ■ , • ► ■ ■ ■ ■ ■ • . J « 

WORK SITUATIONS CHECKLIST UTILIZATION GUIDE 



INTRODUCTION 



Career exploraftion activities often focus oh the 
tasks performetfby workers^ But mosj job failures 
are related to difficultY^ with adaptive skills, rather 
than with the work tasks. Every job involves situa- 
•tfons to which the worker must adapt to assure 
satisfactory performance. Thus, awareness of 
one's ability and willingness tq^ adapt to particular 
situations is critical to career satisfaction. 

There are two categories of situations which 
call for adaptive skills. The first consists^of situa- 
tions unique to a particular place of work. This 
category includes three types of adaptian:^1) in 
interpersonal relations. (2) to regulatipris, and 
(3)'to the physical surroundings of the job. While 
skills in adapting to situations specific to a job are 
extremely important to job satisfaction,' th1ey^ do 
not form a useful vehicle for careejspaexploraMon. 



\, designated as qualifications for* thai* occupation" 
Along with other factors, common temperameni 
ratings Were used as a basis for' forming the 
homogeneous clusters of occupations which 
makepp the WorkerTrait Groups. ' 

When the Dictionary of Occupational Titles was 
revised (Fourth Edition, 197B) two Temperament 
Factors were dropped as no longer meaningful,, 
reducing the number to ten.' / \ 

Although the Temperament Factors were initial- 
; \f defined using personality data, their function is 
to type work^settings, not Individuals. Hn the 
* Caf*eer Information Sysiem, the Temperament 
Factors have been adapted and defined as "Work 
Situations," to aid-students in focusing on the 
, demands of the work setting, rather than on per- 
5j«;^onality types. 



The second category of situations deals with Tl^ To help^'ou emph&size the internal assessment 
demands that are common to all jobs ^ a par- J / approach of the CIS access materials, use the four 



ticular occupatipn and to occupat+ena m par- 
ticular Worker Trait Groups. In fqctv horwogeneity 
of work situations was one of the bases used to 
form the Worker Trait Groups. The work situations 
to^which workers must^aiflapt can be classified in- ^ 
to ten basic types. These types of work situations 
may^be used to describe not only the derhands of 
work settings, but also the detnands of leisure, ' 
school, and npnpald work settings. So, by defjn- 
ing'their preferences for type's of situations on th^ 
blfeis of th% own experiences in other ^ettingis, 
students can identify groups of occupations that • 
have significant work situatibhis to which they are 
willing and able to adjust. : 

The 3en types of work situafion^ are derived- 
from the twelve Temperament Factors Contained 
in the Dtetionary of Occupational Titles, Volume ' 
II, third Edition, 1965. Temperaiinents vyere de- 
stined as "those personality qualities wfiLch remain 
. fairly constant and^ rei/e^l a person's intrinsic 
nature." (U.S. Department of Labor, Pact Sheet 
No. 3 ph Functional. Occupational Classification 
Project, 1957). Information on these qualities was 
formulated into "temperarpents." Occupational 
■ analysts then ej<amined several hundrgd occupa- 
tipha! descriptions to^identify the situations 
which a[5^beared to require significant worker ad- 
justment in^relatibnjt<> the temperaments. When . 
the ang^ysts agreed? that certain kinds. of sikia- 
tipnsr called for pertain .tennperameijre,' these 
.situations were grqypedy'A st'ate'peTjjt^^ 
Ing the situations was' used, to d^^ antj . 
d^ine each TenrfDerament Factor. ^ v , 
, The occupations in the. Dictioip^ of C^ccupa- 
tional TitlQs (Third Edition) were^l^erted,. with the 
* "Temperament' Factors most jjji^^^ant to satisfac- 
Atbr^ adjustfnent iJn; - 



phases of learning to present the Work Situations 
'Checklistin thefollowing way: X' " 

Phase 1 — studetits'^develop an 4jnder3tanding of 
the concept'through a general introductjbn, a film- 
strip, anddefinitions of work situations. ^ ■ 

Pha^ 2 ;— students personalize the concept by 
relating their own experiences with each^ype of 
-work situation. / 

Phase 3 — students^ssess themselves in relation 
to the work situations by completing a checklist 
which allows them to define their preferences! 
•They clarify and sort the work situations to iden- 
tify those most meaningful tp them as individuals. 

Phase 4 — students apply the concept by i(^enti ty- 
ing Work^erTrait Groups to explpre or! the basis of 
their work situation preferences; SutSsequent "ex- 
ploration of these groups 'allo\ivs them to refine 
their preferences. Thus, their career; exploration is^ 
an Interactive p,rqces&»of self and occupational ex- 
• pjoration. T 
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occupation 



Your roleS^ leader is one of^organizing'the .ses-; 
9ions,*jpo^||^ the studeM;s,-;and facilitating.'; 
th'e'fearnTfli^rogess. Learning i.s^ the respon.sibMtyS^; 
of the learner.. Students must be allp wed and en- 
couraged to assume this responsibility and apply ; 
the leamingf proce^sf to their careen exploratjon;. 
and decft^pn-makiiT^.^ 
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7. 



Equipment and Materials 
Leaders will ne^d: 

• Wort Situations Cliecklist 

• Filmstrip projectbr and cassette tape player 

FS/CASS "Work Situations'* / 

« ■- . ■ ' ■ •' ■' '.' ■ ' ' . ■ • • . ' 
•Students will need: 

^ ■ '.■ ■ • •■ .-^^ ■"• ■•' . •:. 

• Work Situations Checklist (1 per student) : 

• Career Information System Guide (1 per student) 

• Worker Trait Group Guide (10 per class) ^ 

■ ' . -. ; .■ 

• Worker Trait Group Keysort Deck {optional) 



Time 



Presentation of the checklist requires approx- 
imately four 50-minute class sessions. If you do 
not have this :much time, 5pme activities may be 
. assigned for completion between sessions. Thjs 
time allotmerrt asfi?Limes:that students have been 
oriented t6 the Qareer Information System. Jf not, 
an addi^tional ihtrodii^to.ry session should ^be 
scheduled to use the *^^fcyring the Career Informa- 
tion System" sectitfn of the Career Information 
System Guide. . v 



OverView . /' • 

The overview stiows the suggested presenta- 
tion of, the activities by class sessions. 



SESSION 


ACTIVITIES 

^ ■ .■ « A 


OPTIONS X 


^' One ■ - ^^ 


• Introductiojfi^ . ^ / ./ 

• filmstrip and discussion > 


■St V - 

■■ " - ■- ■■•>'• ' ■' 
■ .■■ • 

• roleplay ' , 


Two 


• relating personal experiences to 
•fivork situations 


• discussing changes 
in work settings, 
. recording personal 
experiences with 
work situations^ 

\t : . : 


tjnree 


: • rating and ranl< ordering work 
» situation preferences 




Four 


^ : • identifying Worker Trait JSroups ^ 
related, to preferred' situations 

• • exploring preferred;Wg^ker Trait 
Groups in the WorVeTT"rait. . 
Group Guide. . - 


• Worker Trait Group 
' ' Keysort Deck * ^ 

. ' group expfdration - 



SESSIONS 



J. 



Familiarize yourself with the informatipn in this 
^^^ion before, presenting the activities tt> ^ 
^^dents. As. you revfew'this section, think of; , 
learn ino^Sbjectives you may wish to intiegrate. For ■[.■ 
examp^, one career guidance objective might be 
to increiape'students'^^awareness of anjd control , 
: over change in work settings. The filmstrip seg-/ 
. ment between ^usie^ and the druggist wh o, fired / 
^ercan be used as a basis ^r a roleplay activity'r- 
to^xplore thfe kinds -of/change possible 
particular wopk. setting. : '* 



w 
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Session One 



Discuss the introductory paragraph of the Work 
Situations Checklist with the students, then show 
the filmstrip **Work Situations." 

The filmstrip should help students, (a) develop 
an understanding of the ten typeis of situations 
which create demands upon workers, (b) become 
aware of the influence that worker*s ability and 
willingness to adapt to these, demands has on 
tFfeir job performance and satisfaction, and 
(c) become aware of the types of situations they 
prefer, and the types they .wish to avoid. 

After the filmstrip^ presentation, use the 
preceding student objectives as well as the 
following items, to guide the discussion. 

1. AM jobs involve situations to which workers 
must adapt in order to maintain job perfor- 
mance. 

2. All jobs involve situations specific to each 
(interpersonal relations,v regulations, physical 
surroundings) as well as situations common to, 
groups of occupations (work situations) to 
which the worker must adapt. 

3. There are ten broad types of work situations. . 
\ These apply to occupations as well as to 

leisure and nonpaid "work. 

4. People differ in their adaptive skills, in their 
ability and wiljingness to cope with the various, 
types of situaltions. 

5. More than one type of work situations, may ap- 
ply to any job. Jobs which involve indiw^luals' 
preferred situations may also involve ^6itua- 

' tions they wish to avoid. 

6. The types of work situations related to each 
Worker Trait Group are only the significant 
ones related to job performance. Workers 
employed in occupations belonging to the 
Worker Trait Groups. may be involved in other 
v^ork situatiohs, but adapting to these situa- 
tions is not considered to be significantly 
related to job performance. . 



I All occupations belonging to each Worker Trait 
" Group do not necessarily involve workers in all 
of the work situations listed with the group. 



, You may vvish to introduce the concept of 
change within work settings. When a worker 
enters a work setting, he or she may find it satisfy- 
ing. The worker may pierform at once in a satisfy- 
ing manner. Usually, however, some adaption is 
required. It may take one of three- forms: 

• The worker may change to adapt to the setting. 

• The setting may change to. adapt to the worker. 



• The worker and the setting may both change. 

The work setting may not be satisfying. The 
worker may not perform in a satisfying manner>1n 
such" cases, the worker may leave the setting or 
the situation may be tolerated. In;>r(.bst case?, 
both the worker and the setting change. 
Option: Use the filmstrip characters, Susie and 
the druggist, as a basis for a roleplay activity. Ask 
students to think of clianges Susie and the drug- 
gist could make to resolve their conflicts, then act 
them out. Be sure that changes both in Susie's 
behavior and in the druggist's are represented in 
the solutions. Try to draw out changes in which 
the characters do not give up values important to 
them. Ask students to*.discuss the changes in 
terms of the. adaption required, e.g. in interper- 
sonal relations, regulations, or physical surrpgnd- 
ings. 

The primary focus of Session One should be on 
understanding the concept (the first learning 
phase): The filmstrip and discussion should be 
geared to meeting this learning objective. 



Session Two 

Ask students to read the Work Situation 
Descriptions in the Career Information System 
Guide. You may wish to direct students to discuss 
each description one at a time or discuss them all 
at the end. The purpose of the, discussion is to 
help students relate their personal experiences to 
the ten types of work situations. Examples of 
discussion questions that can be used to help 
students personalize the concept are: 

1. What kind of experiences have you had which 
are related to each of the ten . types of situa- 
tions? 

2. Which types'Gf situation's do you prefer? Why? 

3. VVhat situations do you want to avoid? Why? 

4. Give examples of hovy you respond to situa- 
tions which are specific to a setting, such as 
home, school, or in community activities. 
Describe your adaplive skills 
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If your class is large, you may wish^to break it in- . 
to small discussion groups so that each student 
has an opportunity to participate. In this case, you 
should have a copy of the discussion questions 
for each group or write them on the chalkboard. 

You can follow up on the issue of change by 
having students examine theirown experiences io 
see how change occurs. 

Options: (1) Students' primary work setting is the 
school. Discuss how this setting has changed, us- 
ing the following questions as a guide. • 



a. What changes, if any, have occurred in the 
physical environment? Who made the 
changes? Who benefited from the changes? 

^b. What changes have occurred in' the regula- 
. >rHtiC)fi^? Who made the changes^AA/ho benefited 
'■ fr6m the changes? 

c. What changes have occurred in interpersonal 
relations? Who made the changes? Whd^^ 
benefited from the changes? 

d. Did any of the changes make the setting less 
comfortable for you or others? How? 

. e. What changes would you like to see happen iri 
your work setting? How could you accomplish: ' 

^ them? If the changes were made; how would., 
:they affect the others in your work setting? 
What changes could you make personally to , 
make the work setting better for others? 

* ' (2) Have students write down their^'experiences,, 
related to each type of situation,/This could be; 
done outside of class or in conjunction witti 
reading the Work Situation Descriptions. You may 
wish to develop a form on yyhich students can 
record iheir experiences, listing the ten types of 
work situations with space under each. If you use 
this optiQn;discuss the completed forms in class. 
Students^ discussion of their experiences may 
assist others in recalling the same or similar ex- 
periences. Also, such discussion helps to il- 
lustrate the different kinds of experiences. and in- 
terests people have. 

The primary focus of Session Two should be^on 
personalizing the concept (the second learning 
phase). 



Session Three ' 

Ask Students to re^d and follow the directions 
given in Part II of the Work Situations Gheckilst. 
Review the directions given for completing, the 

' checklist with the students. Make sure students, 
understand that the checklist is not a test; rather, 
it is a means to'He.lp'them organize their prefer- 
ences for the types-of situations in order. to relate 

. them to Worker Trait Groups. V O 

Part f of the checklist helps students analyze 
and rate their feelings about each type of work 
situation. Then, in Part 2, they use these ratings to 
rank order their preferences. Be sure students 
understand that the situation numbers (1-10), not 
the rating scale numbers ( + 2 to -•2), are used for 

rank ordering. . 

After students have completed -theVchecklist, 
encourage them to express why they like or 
dislike particular situations. Help students' deter- 
mine whether- their preferences are based on 
limited or atypical experience's. 

ERiC - ^ , 0 ^ ^ 



Note: If time is available, you may wish to start 
the activities scheduled for Session Four in this 
session. - 

The primary focus of Session Three should be 
on helping students assess themselves in relation 
to the concept'(the third' learning phase). . 



Session Four 

Ask students toread the directions given in Part 
Jll of the Work Situations Checklist. Review these 
directions carefully with the students. If possible, 
demonstrate how students should, complete each ' 

In this session, students identify the Worker 
■ Trait Groups related to their situation preferences 
(ateps A and B of the directions), and then they ex- ^ 
plore those Worker Trait Groups (Steps C and D of 
the directions). Vyhen students have identified . 
Worker Trait Groups they want to explore further 
(Step E of the directions), encourage them to ex- 
plore at the occupational level, using the CIS 
materials on. their own. .'Be surej students are 
aware that the Worker Trait Groups they identify 
as^related to their preferencesTn^ also be related 
to work situations they'.dislike. 
Note: ff the number of copies of thfe Worker Trait 
Group Guide is limited, you shpulq have students 
go -through Steps A and ,B for more than-one 
choice and wait for a Worker Trait Group Guide to 
become available before going on to Steps. C and 
D. There should be copies of the Career Informa- 
tion Systeni Guide and the Worker Trait Group 
Guide available Jn the career resource center or 
area AA/here We occupational information is kept. 
Arrangements should be made so that students 
can continue to use these materials outside of 
class. 

It is important that students understand that us- 
ing their work situation preferences is only one 
part of career exploration. Discuss the other fac- 
tors involved in Worker Trait* Groups, and suggest 
that they explore them as. well. If you 'Sre using 
other access variablfes^u'ch as work activities and 
aptitudes, you may wish to keep students explora- 
tion. at-the Worker Trait Group level;ijntil you in- 
troduce the use of all the variables, and, then have 
students expjpre at the occupationar level. 
Options: (1)Vou may want students to use the 
Worker Trait Group Keysort Deck Mp identify 
Worker trait Groups related to theirwork situajtion 
preferences. Some students could use it during 
Sessions TJiree or Four,^ or outside' of class:. (The 
limited number of decl^s does not make it usually 

. feasible for an enti/e ciaSjS to use them in the 
same class session^ Full instructionsspn the use 
of the Worker trait Group Keysort Deck are 
located in the Career Information System Guide. 

r> (2)To encourage students to continue their 
career exploration, help- them forjn groups in- 
terested in the same Worker Trait Groups or oc- 
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oupations. Some schools have career clubs 
already formed, or your students may wish to 
begin one. You might set up a special bulletin 
board on which students can list their interests 
and ask those with similar Concerns to sign up. , 

The primary focus of Session Four ^ould be on 
applying the concept (the fourth learning phase)/ 

Conclusion . 

At this point, students should have a thorough 
/ understanding of the work situations as they 
' . relate to groups of occupations, and of the situa- 
tions relevant to specific settings: regulations, in- 
terpersonal relations, and physical surroundings. 



They should bes^ble to use their preferences in 
career exploration. Further, they should be 
famHiar with the four phases of the learning pro- 
ceiss (understanding, personalization, self- 
assessment, and application) as they, use the con- 
cept of work situations for career, exploration. 
Their ability to use the concept and understand 
the process will help them ^ use work situations ^ 
and other factors as guides in the lifelong process 
of career exploration. Although ihe concept of 
work situations stays the same, students' inr,'' 
terests and the nature of work opportunities vyill V 
change. Therefore the students need to contin- 
uously assess themselves in relation to the world 
t)f work. ' ' 1 . V 
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APTITUDES ©HECKLISl UTILIZATION GUIDE 



INTRODUCTION 

Career exploration is a process of defining what 
one likes to do (interests), what one can learn to 
do (abilities and /aptitudes) and what is important * 
\6 one (values), jbccupatidns which involve one's 
interests, abilities, and values are those most like- 
"ly to providi^' career satisfaction. Interests and 
values ar^ not sufficient for identifying satisfac- 
tory occuiDatlonalialternatives: it is necessary that 
the inidividiial be. able to perform or learn to per- 
form the job tasks. 

Since specific job tasks are rarely, learne.d in 
school, students need to be able to project their 
capacity for learning thbse tasks. The concept of 
aptitude^/provides a framework for this projec- 
tion.' / \: 

Aptitude is the ease or quickness with which a 
person c^an learn new tasks. There are many dif- 
ferent Kinds of aptitude, some of which. relate to 
knowledge, some to skills, and some to percep- 
tion. Ej^erypne has some level of each type of ap-. 
titude, thus it is not accurate to say '1 havis no ap- 
titude for it;" The activities in the Aptitudes 
Checklist are designed to help students assess 
the relative ease pr difficulty with which they can 
expect to 'learn tre. tasks associated with par- 
ticular occupatidns. Students should recognize, 
however, that interest and motivation can help, 
them to overcome liBarnihg difficulties. Further; it 
should be clearly understood that aptitude 
V estimates based on limited evidence may not be 
accurate. Ah aptitude estimate alone should not 
determine wh.ether studfents explore ah occupa- 
tion. Aptitude information is extremejy helpfuJ in 
confirming occupational interests. 

The Aptitudes Checklist Js intended to assist 
students estimate the amount of aptitude they 
have in each of the eleven aptitude categories 
dgiined'by the U.S. Depanment of Labor.. These 
/iptitudes fall into three/basic types: knowledge, 
physical skiirs,, and perception. ' 

The aptitudes iassociated with developing 
understand iA^^r^ knowledge are 'Gjsneral, Verbal, 
Aptitudes associated with 
ire MLoior Coordination, Finger 
Dexteri^Vj^J^^rujal Dexterity, and Eye-Hand-Foot 
Coordination. Aptitudes, associated with percep- 
tion are Spatial, Fornn^erception, Clerical Percep^ 
tion,vand Color Piscr)»inati6n. 
The aptitudeirequirements of approximately 500 
. occupations had been;6stablished in.standardiz- 
; ing the General Aptitude Test Battery ' (GATB), 
" which tests for nine . of the elevbn aptitudes. Oc- 
cupational analysts researched thd GATB norms 
: to determine the aptitMde requirerrients. of other 
occupations. Essentiatfyj, they compared the 
duties of the "Occupations which had already been 

ERIC. - , 'vV;: • ■ , 



evaluated to the duties of. other occupations. Ap- 
titudes^ere^one of the bases used to form the 
homogeneous clusters of occupations "^which 
, comprise the Worker Trait Groups, 

In any occupation, only some aptitudes are . 
significant for job perfpVmance^ The amount of 
these significant aptitudes required for average, 
satisfactory job perfoi^mance is expressed in 
levels. These levels reflect tlie proportion of the 
working population which possesses the aptitude 
at that leveL The following statements define the 
five aptitude levels. 

ihevel 1. The top ten percent of ]he population: a 
very high degree of aptitude. ^ 
■ ■ \ . \ ' ■ . ■ ■ • 

Level 2. The highest third of the population, ex- 
cluding the highest ten porcent: a high degree of 
aptitude. 

Level 3. Th6 middle third of the, population: and . 
average degree of aptitude. ^ 

Level 4. The lowest t-hird of the population, ex- 
cluding the lowest ten percent: a below average or : 
low. degree of aptitude. 

Level s. The lowest ten percent of the population: 

a very low degree of aptitude. 

* ' ' ■• " ■ 

It would not be appropriate for students, to 
assess themselves in relation to the working 
population. Since aptitude levels are affecte'd by 
experience with the associated tasks, students 
can^expect their aptitude levels to ri^e as they 
gain experience prior to entering the job mairket!! 
So, in assessing their aptitude levels, studentsj^ 
shpuld compare themselves with others their own 
age, Further, sincfe people tend to like to do things 
they do well, students should be encouraged to 
use aptitudes not only to judge whether they can 
learn to do job tasks, but also as a means of identi-. 
fying alternatives to explore. 

The Appalachia Educational Laboratory \}as 
developed c]^es or benchmarks to assist students 
in estimating their own aptitudes. The results of 
using this procedure have been found to correlate 
with GATB scores. The procedure has the advan-. 
tage of giving the.student a greater awareness and / 
control over the assessment process. ^ / 

To help you emphasize the internal assessment/ 
approach of the CIS access materials, use the four 
phases of learning to present the Work Situations 
Checklist in the following way; - 7 

'■ ■ . ' " • ■ ■ ■ ' '■' ■ "/ 

Phase. 1 — students develop an understanding of 
the concept through a'general introduction, a film- 
strip, and definitions. of the aptitudes. / 
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/Phase 2 — students personalize the . concept;; 
through, a second filmstrip and discussion 
relating their own experiences to each type of ap- 
• titude/ . ' 

Phase 3 — students assess themselves in relation 
to the aptitudes by estimating their own aptitude 
.levels. \ ' . ' ; : 

Phase 4 — students apply the concept by identify- 
ing Worker Trait Groups for which they meet or ex- 
ceed the aptitude requirements. Subsequent ex- 
ploration of occupations in these groups. allows 
them to refine their.estimates. Thus, their career 
exploration is an interactive pi^ocess of self and 
occupational exploration. 



• Aptitudes Checklist ' | / 

• Filrnstrip projector and. cassette tape player 

. . . • • .['•!■ ■ • 

• FS/CASS "What Are Aptitudes?" V 

FS/CASS ^Teaming About Your Aptitudes" 
Stifdents will need:' V 

• Aptitudes Checklist {1 : per student) i 

• Career Information System Guide (i per studeht) 

• Worker Trait Group Guide (10 per class) * 



Time 



PRESENTATION / 

Your roje as leader is one of organizing the sres- 
sions, motivating the students, arid facilitating 
theMearnjing process. Learning is the responsibi- 
lity of the learner. Students must bei allowed and 
encouraged to assume this responsibility and ap- 
ply the lea^rning process to their career explorar 
tion and depisibn-making. 

" Equipment and Materials . / 

Leaders will need: ^ 

^ ■ \ ■ " . ■ 



Presentation of the* checklist requires approx- 
^ imajtely four 50-minute class Sessions. If you do 
■.not'have this much time, some activities may be 
assigned' for completion t)eiween sessions. This 
time allotment assumes that students havfe been 
oriented to the Career Informatioh System. If not, 
an additional introductory session should be 
scheduled to present the *Touring the Career In- 
formation System" section of the Career Informa- 
tibrivSyslem Guide. ^ « 

Overview 

. The, overview *shows the suggested presenta- 
tion of the activities by class sessj'ons. 



SESSION \ 


ACTIVITIES 


OPTIONS 


One \ 

^- .' ■ \ ' 


• introduction 
; • fiJmstrip and discussion 


- * 


Two 


• aptitude descriptions 

• filmstrip and discussion 

• relating personal experiences 
to aptitudes 




Three 


\" •^estimating aptitude levels 


• GATB 


Four 


( ■ • identifying Worker Trait Groups 
for which students meet or 
exceed the requirements 

• exploring Work'er Trait Gr&ups 
in the Worker|rrait Group Guide 


group exploration 



r 



SESSIONS 

Familiarize yourself with the Information ip this 
section jaefore pesenting the activities to 
students. As you review this section, think of 
learning objectives -you rpaytfvish to integrate. 



ERIC 



10 1 



99 




Session One 

Discuss the introductory paragraph of the Ap- 
titudes Checklist with the students, then show the 
filmstrip '%hait are Aptitudes?** ^ i 

The filmstrip shduld help students deyellop an 
understanding of (a)raptitude as the quickness orr 
ease M/ith which a person can, learn to do 
"something, and' (b) the ways in which they can 
identify their own aptitudes. 

After the filmstrip presentation, use the 
prieceding student objectives" and. the .following 
questions and comments to guide the discussion: 



1. 



Explain the\meanings of achlevernent, ability,- 
and aptitude. 

COMMENT: Help the students define these . 
three words. Achievement is what you haye 
done. Ability is what you can do. Aptitude is 
what you can learn to do. these jA/ords'describe 
the past,, present,' and future of the same per- 
sonal characteristic. 

What kinds of aptitudes are needed to achieve 
in certain school subjects? What kinds of ap- 
titudes are helpful in school activities such as 
clubs, sports, etc.? ' 

COMMENT: Ask students to be specific in 
thei/ responses. What evidences ^Df aptitudes 
'can ybuMdentify in your achieyemeVits (past)? 
What evidences can you identify through yoyr 
abilities (present)? Students may need help in 
articulating what they canJisarn .to do. Remind 
them that aptitudes are not confined to 
academic learning. 




How can you use the concept of aptitude^ 
when selecting school subjects? Selecting 
recreational aplivities? Do you think there is a 
, relationship between what you like to do and 
what yoju cam do well? Explain your answer. 
COMMENT: Most people seem to like to do 
what they can do 'weil.. Studepts are* oJten 
motivated- to learn w'hat they think they can 
complete successfully. ^ ^ 

4. Could you have aptitudes/of wliich you m^y be 
unaware? How might you learn about them? 
What school subjects or Activities might help 
you iderijiify your ^ptitudes^ in particular areas? 

COMMENT; Individuals could have aptitudes 
related to fields in which they have no ex- 
perience. For example, one might . have ap- 
• titudes; related to music, but be unaware of 
them because one has had little e'xperience in-' 



music. 



( 



The primary focus fcf Session One shbuld be oh 
understanding the concept (the first learning 
phase). The filmstrip and discussion should be 
geared, lo meeting this 1^^^ 

Session Two ' ^' ^ 

Ask s-tudents to read th| brief aptitude descrip- 
tions in the Aptitudes,Checklist:Ypi> may wish to 
direct students to discuss each description one at 
a time or discuss .them all at the end. The purpose 
of the discussion is to,help s.tudenta relate their . 
personal experiences to'the eleyen types of ap- 
tityd4s.;Examples of discussion questions that 
can be used to help students personalize the con- 
cept are: : \ 

1, What are senrie experiences you have had. in 
which you used each. of th^Vleven aptitudes? 

2. Which experiences did^you gnjoy ^ost? 

3: Why did you enjoy them? ; 

- Try to bring out the ideas that we'^tend to enjoy 
doing things we do well, and that we often work to 
do well the things we enjoy. If your class is'large, 
^ you may wish to break it into small discussjon 
groups so thateach student has an opiDortunity to 
participate. In this ca?eVyou should have a copy of 
the discussion questions for each group or write 
them on the chalkboard. 

After students have discussed" their ex- 
pelHences, show th6 filmstrip '.'Learning About 
Your Aptitudes." The filmstrip should help: 
students (a) identify their own a'ptitudes by ex- 
amining^ their achievenlentslsmd prfesent abilities 
and «{b) become aware of :the w^y . they "carl use 
their aptitudes to explore occupations: 

Af.ter the filmstrip presentation, use the follow- 
ing questions and comments to guide ttiB discus- 



sion. 
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Explain the adv^tages of using the aptitkdev^^ 
categories defined by the U.S.^Departrrieij^^^li^l^ 
Labor to estimate your aptitudes instea'^^^^^ ^ 
such expressions as "musical aptitude" 
"drawing aptitude." 

COMMENT: If you estimate your aptitudes; in 
ternns of the categbrjes defiiaed by the Lf.S. 
Department, of Labor, you can relate your ap- 
titudes to specific groups of occupations/ 



Suppose you have a high level in a cerl^ain ap- 
titude. Does this mean you will be successful 
in occupations ihvolvLhg that aptitude? Explafh 
your answer. . *. ; 

COMMENT: Aptitudes mu$tL b^' used to 
develop abilities if they are/tq^ntribute to job 
performian'ce. There' are many^ factors* other 
than aptitudes (interests, motjvalion, oppor- 
tunities; values) tpat affect joy^p^^rmance. 



Suppose your estimate of a bertiain aptitude is 
lower than the significant aptitude level 



l^st requires two and^one half houTs to take 
)iist be administered by an in^ividtial cer- ' 
by the Employment Service. It tests ninellof 
leven aptitudes — all except Eyje-Hand-Fqot 
Coordination and Color Discrimination. Students 
will need. to take the <3ATB in time. to have their 
scores back by the fourth session. Do not give 
students their GATB scores until they, have com- 
pleted their Aptitude Self-Estimate Record. Then 
they should write the GATB levels below their 
estimated levels* on the Aptrtude Seif-E3timate 
Record. Ask students,to compare their tested and 
estimated levels. Where these levels differ, ask • 
the students to review, the lest, reaction record 
fhey completed ^fter taking the GATB to see if 
afnything in the test situation might have affected 
their performance. Then,, ask ttie students to 
review the clues related to feach Tevel of aptitudps 
1n,the ''Aptitudes" sectidn of (Career Informatiori 
System Guide to "be sure their estimsite wa§ pro- 
perly.made. If they feel4he te^t di*d not adequately, 
measure their aptitude; they should circle their 



needed jfor an occupation. Wjiat should you^estimated level. Students should use their tested 
^'^'^ * ^ and circled estimated le\Aels fo (Complete the>^ic- 

tiviiies of Session Four.7 v'' * 

The prime^i^y idcus of/Se^sion Three should be 
pn helping students assess'themselv.es in relation 
to the concept l[the;,third learning phase).* 



do? 

COMMENT: Intie^est and motivation may help 
the individual o^tercome difficulties in learning 
^ the required skills and knowledge, ' * 

The primary focus oJ Session.Two should be on- 
personalrzing the concept (the-/second .learning 
phgse).: ; , ^ , 



A 



Session Three 
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Ask students to read and follbw the directions ' 
given in Part II of the Aptitudes Checklist, Review 
the aptitude level definitions arid the diri^ctions 
given for completing the .Aptitude Self-Estimate 
Record with the jstydents. Make sure students 
understand that the activity is not a test? rather, it 
is a means to ;fielp therti assess their own ap-\ 
titudes in ord^H to relate them to Worker Trait 
Groups. Remind students to use the highest level 
possible suggested by the .clues. The aptitude 
estimates ;are indicators of the, ease with which 
students can-develop abilities. However, they may ^ 
^be rhisleadin*^. If :a fetudents has hati a great deal 
'ot experience in performing certain tasks, the. 
estimate might , be -too. hiph. But if he or she has 
had !ittle^xperieri9e in an area, his or her estimate 
mhght be top Jow. "~ 

* After^ students hgve recorded their estimated 
aptitudes, encoui^age tt^em to express why they 
rated themselves at p^articular levels. Help 
^students determine 'whpthe.r their estimates are 
oase^^T^n limited or atypical^experience. 
Op^n: You-may wisTi to^'have your students take 
the (general; Aptitude Test BatterylGATB) which is > 
ayajlable through your State Employ ment Sei^ice. 

■■ \r ^ :• • . •■- ; • ■ .-, • 



Session Four 

Ask studehts to read and follow thg directions 
given in Part III C)f the Aptitudes Checklist, Review, 
these directions" carefully with the stgdents. If 
possible, demonstrate^how students should cbm- 

' plete each step.; • , ^ 
In this session, students Jdentify the Worker 
Trait Groups for which'their aptitudes meet or ex- 
-ceed th$ requirements (Steps A and B of the direc- 
tions), and then4hey explore those Worker Trait ; 
Groups (Step^ of the directions). Whien students . 

■ have identified Worker Trait Groups they want to 

. explore further, encourage them to explore at the 
•occupational level, tij^ing the Career Information 
materials on their oCvK. There should be copies of ; 
the Carfeer Information ^Sy?tem Guide and the 
Worker Trait Group Guide available in the career 
resoiir.ce center or area where the occupation.al in- 
formation is kept. Arrangements should be made 
so that students can o continue, using Mhese 
.materials outside of class. . 

If you are uising other-^access variables suoh>as 
work activities and woVk situations, you may wish 
to keep student exploration at the Worker Trait 
Groupslevel until you introduce the use of all the 
variables, and thep have students explore 'at the . 
occupatioriarieveL .! 

> Option: To encourage students to continue their 
career exploratioq^, help them form groups in- 
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terested In the same Worker Trait Groups or oc- 
cupations. Some '/.schools tiave career clubs* 
already formed, or your students may wish to 
begin one. You might set up a special bulletin 
board. on \A/hlch students c§n list their interests 
and ask those with similar concerns to sign up. 

The primary* focus of Session Four should be on 
applying the concept (the fourth learning phase.)' 

Gonclusion 

At this point, students s+iould have a thorough 
understanding of the -aptitudes, and they should 
be able .to use their estimates in career explora- 



tion. Further, they should be familiar with the four 
phases of the learning process (understanding, 
personalization, feelf-assessmen.t, and application) 
as they usib the concept of aptftudes for career ex- * . , 
ploration. Their ability to use the cdncept and / 
understand the process will J^elp ;tf:ii^r^ use ap- / 
titudes and other factory aa gfe ^ " 

process of career exploration/Althoij^h^the con- 
cept of aptitudes stays the 'same, students' in- 
terests andMhe nature of work oppbr|ufrities will 
change. Therefore, the students heed to. con- 
tinuously assess themselves in relation to the 
• world of work. • 



SCHOOL SUBJECT-WOfiKER TRAIT GROUP CHART 

'AND 

SCHOOL SUBJECT-OCCUPATION INDEX 
^ UTILIZATION GUIDE 
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INTRODUCTION 

: ■ Course selection is o/ife^ Q^il^® ^'''s't oppor^ 
; tunities students have fol^.fmairmg career deci- 
sions. However, many sj;irder^ts fail to see tha 
re] e Vance of their education^^arvd'wKy thev^ tak^ 
certain subjects in schodl. . Career exploration and 
pre[faration need to be related to high school 
course selection. Students'^interests and abilities 
in certain subjects can be related, tpHh^ 
knowledge and skills required of workers in cxer*: - 
tain- occupations. This link^ tying students' In- 
terests to potentiat career ^ifelds, is a critical el^^ . 
. ment in the exploration and decision-making pro- 
< cess. • ' 

The Appalachia Educational 'Laboratory (A6u) 

• has defined a linkage between schoQl subjects 
and occupations based on the knbwledge and 
skills common to eachrTh^s, students c'laae/-- 

" plore occupations on the basis of their interests 
and abilities in school subjects. Further, they can 
use their occupatiqniil preferences to identify 
school subjects which offer the requisite 
knpvJIedge and skills. Thisr tworvyay process 

• allows students to" refine their understanding 
occupations and school subjects. Thus, the 
linkage provides entry to a contmuing process o^ 
deeper understanding of the students' ovyn iri- 

* terests and abilities in relation^ to school and 
work. The continuing aspect of the process is 
■ gritical, tor just as students grow and change, the 
world of work ^md its opportunities change. As h 
result, stiidents must be able to respond effective- 
ly to an altered self and world. 

There are currently, many lists of occupations ^ 
related to school subjects or fields of study, 
developed by commercial publishers, unions, pnf?- 
fessional asspciations, and educators, hfowever, 
these lists do not provide a comprehensive deqi(?" 
tion of the relation of occupations to.scfiool sul^- 
jects. The School Subject — Worker Trait Group 

• Chart and the School Subjept — Otcupation 1ri- 
dex have been designed' to bridge the gap bet- 
ween occupational information and higj? school 
course opportunities. ■ 

'AEL used the Dictionary of Occupational Titles 
JDOT), published by the U.S, Department of Labor, * 
to systematically identify occupations related to 
. :4^!B various^ school subjects; The DOT is^'based on 
\(f^:$^x\kV\ot\-m of job analysis and provides 

' . "^^^^^^ occuptions in the United 

States. Each occupation is defrned inlerrfis of it^ 
work tasks, tools, and'techhical knowledge which 



^T^akes the Nnkage between occupatibns and sub- 

"jects possible. Ajpproximatefy 2,800 of the 12,000 
occupations listed in the DOT were selected to 
form a base for the chart &nd index. The. 1971 CurJ 
rent Population Survey of the U.S. Bureau of Cen- 
sus and the Industry-Occupatioit Matrix of th^ 
Ur^Bureau of Labor Statistics provided data that 
helped identify occupations, with Jiigh -employ- 
ment rates. These occupalions were selected 
along With others found in commercia^ly pub- 
lished information. The important emerging oc.^ 
cupationi^appearing in the Fourth Edition oMhe 
DOT were alsO' selected. Thus, the occi5|D'5TTons 
upon which the chart and index, are based 
(1) include nnajor employment opportunities, 

. (2) lead to commonly us^ed occuptional informa- 
tion, and (3) are representative of the total world of 
work. ■ ' . . - 

"The school subject titles and descpiptions 

, selected for use in the chart and index are derived 
from the standard taxonomy developed by the Nla- 
iibnal Center For Educational Statistics,»U.S. -Of- 
lice of Education.' ^ \ ' ' 
^'This guide has two mam sections. Theii[s!t prp; 
vides procedures for using the materials With the- 
students. The second- suggests ways, to involve 
teachers and counselors in using th^ materials. 
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. SECTION ONE 

(Using the Materials With Students) 

- PRESENTATION . 

To help you emphasize the internal assessment 
approach of the CIS access materials, use the four 
phases of learning to^present the School Subject 
-- Worker Trait Group Chart and the Schopl Sub- 
ject — Occupation Index: (1) understsinding the 
v^concept. (2) personalizmg the-concept, (3) assess- 
ing self in relation to the concept, and (4) applying 
the concept, j. ' ■ ^ ^ ■ 

Yourrole as leeider is onepf organizing the ses- 
sions, motivating^ the students, and facilitating 
the learning process. Learning is the responsibi- 
lity of thet4earner. Students must be allowed.and 
encouraged to assume this responsibility and ap- 
ply the learning process \o their career explora- 
tion and decision-mal<ing. ^ . 

Equipnrient and Materials 
Leaders will need: ,w 



• Aptitudes Checklist 

Filmstrip projector and cassette tape player 

• FS/GASS "Credentiafe and Cdmpetencies: Get 
. Ready, Get, Set, Go!" 



♦ Sctpol Subject 
(wall size) ' 



Worker'Trait Group Chart 



• School SubjiBCt — Occupation Index 
Students will need: 

• Career Information Systern Gufde (1 per student) 

• Worljer Trait Group Guide (10 per class) 

^ School Subject — Occupation Inde^ (10 per 

class) ; 

• Access to the Careenhformation Systeni. 

Time ■ 

Presentation of. the chart and index requires ap- 
proximately four class sessions. If you^do not 
have this much time, some activities may be 
assigned for completion between sessions. In ad- 
dition: the index contains complete directions to 
, stucfents for independent use of the materials. 
This time allotment assumes that students have 
been oriented to the Career Information System. If 
not, an additional introductory session should be 
scheduled to present the IJTouring the Career In- 
formation Sys'tem" section of the Career- Inforina- 
tion System Guide- ^ 

Overview r » * 

The overview shows the suggested presenta- 
tion of the activities by class sessions. / 



/^SESSION 


ACTIVITIES ° 


One :\ 

■ ' . ■ ■■ ■ 


• introduction ' ^ . 
* • filmstripa'nddrscussion , ^ 
/ • identifying cornpetencies ;^ . 


'. ' — ' ' I ■ 

Two • 

. ■ ■ ■ ■ 


/ • assessing com^petenciesandoredentials - . 
./ • identifying preferred subjects. ^ 


Three 


using the chart and index 


' -Four ; ■ • ; ;v./. 
V . . • 


/ • exploring Worl<er Trait Groups and 

/ ' occupations. . T 


Optional Sessions ^' 


• course selection and program planning 
^ • using the Worker Trait Group Keysort Deck " 



SESSIONS 

'Before piresenting the activities, read /the in- 
'structidris to the student dnd the teacher inj the 
Schopl Subject — Occupation Index, to be sure 



you understand lis purpose and functions. Then 
familiarize ypursejf with -the information in this 
section. Relate thk school subject titles. used in 
'the chart atrd the iteex t9 the titles used in your, 
•school, so you can help your students -mal<e the 
•.trafisition. - " . . ; , 



Session One 

Ask. students tp briefly discuss (1) how school 
and work are related, and (2) how their interests 
and;::abp^^ relate to school and work. Try to 
brin^gr^^ interactive effect of interests' and 
^abilities and of school and vyprk, as a lead-in to the 
filmstrip.. _ 

„. Show the filmstrip '^Credentials and Competen- 
cies: Get Ready, Get Set, Go!"' ;to introduce the 
concept of credentials and competericres afe'a link 
; from school to work. The . filmstrip should help 
' students, jjeyelop an uriderstanding of (a) corn- 
petericy ks what a persdh isable to do; 
tial as representing what a person should be able 
to do, and (c) the ways competencies and 'creden- 
tlals can be acquired and qan affect obtaining and 
retaining a job. / * 

• After the filmstrip' presentation, use the follow- 
. ing questions and comments t^D guide the, discus- 
•sibn.-. * , ; '.■ . '' '/ ..■'v;;/ ' ■ ■. 

1. What kinds Hof credentials caril;a person ac- 

COMMENTi The filmstrip gaW^^^^^ following 
examples: birth^certifica^ blue rib- , 

bon, credit: card/dip etc. 

2. How can credentials be acquired^ 

. COMMENT: TaRing- a course, passing a test, 
wihning a contest, paying a fee; etc. 

; 3. .What credentials may he required by law? - 

. COMMENT: When the public safety is in- 
^^; volved. Ask students to give specific examples. 

4. Why wolfid an employer be interested jn ypiir 
credentials?. ^ ^ 
COMMENT: To determine vthe best person, 
available >.for the job.^ 

5. will credentials Kelp you keep a job once you 
get it? Why, or jwhy fiol? ^ 

^ ; C^^ Credentials show what a person^ 

\ shouici be able to do; competencies are yvtrat a 



person can do. Competencies, not creUentialsr 
help you keep a job. 

6. Is school the only place where competencies 
can be developed? Why, or why riot? 

COMMENT: Each person has been acquifing 
certain competencies since , birth\ Therefore, 
competencies can be developed in many dii/ 
ferent placep/ ; ' . / 

7. What skills can you refine in school? , / 

COMMENT: Thjs might include corhmuni- 
. eating wi||i others, getting along with others, 
solving problems, and thinking critically, as 
well as acquiring skills specific to subject mat- 

.■ ,ter.-'^ V ■ 

Close the discussion with the idea that 
students. can use their own interests and abilities 
in school subjects for career exploration, 
_ Have students discuss the kinds of competen- 
. cies and credentials their age group usually has. 
You may wish to list them on the chalkboard. After 
students have identified typical competencies 
and -credentials, ask , them to explain how such' 
"f credentiaJs" and competencies are usually 
aphieved (through school ^courses, work ex- 
" pel^ence, volunteer work, hobbies,-etc.). Then ask 
istudents to identify and, list five to ten of their per- 
. sonal competencies. (This step, rhay be given as 
an assignment between sessions. If so, be sure 
•students' bring the list to the next session.) 
' ' The primary focus of Session One should be on 
understanding and personalizing the concept (the 
tirstrand second learning pfiases): 



Session Two 



the - following examplej^ as a guide to 
develop and duplicate, forms on which students 
are to record their credentials and competencies, 
YoU may wish to ask stud^ts to draw their own 
formis. In this case/dravy a sample form on the 
chalkboard. : ■ : c. 



EXAMPLE 
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COMPEtENCIES- 


source;s 

Schoor * Experience 


RELATED.CREDENTIALS 
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Ask students ro list their competencies in the. ' 
left column, using the cotripetencies. they iden- 
tifi'ed in Session One. In the middle colum^n, . 
students are to indicate where and tiow they bb- 
tained the competency. In the' right column, ask • 
students to list any credentials related to the com- 
petencies. After students/ have completed their 
forms, ask them to list in order of preference the . 
cpmpetencies which hFOld the most interest and 
value- for .thenh.. Direct studeats to disfcuss and . 
share their forms. with others. Focus the discus- 
sion on the relation of competencies to interest 
and achievement in school subjects. 

Next," ask students to identify and list their 
prefterred school subjects. These may be subjects 
studehts like, in whioh^they perform well, or sub- 
jects they want to explore. Direct students to; rank ' 
the subjects according to the strength of their 
preference, in doing so; they should consider how 
much they like each subject, how well th.ey per- 
form in it, and How important it is for them to ex- . 
plore it. (Students will need. this . list in Session 
Three.) . ' , ^ ' . 

Option: Students may .share their competency . 
• and school subject preferences lists with friends, 
parents, or classmates who carl help them con- 
firm their interests and abilities or add nfew ones 
to the lists. This step should be completed be- 
tween Sessions Two and Three. - ;, 

The primary fpcus of Session Two should be on , 
helping students assess their bwnxompetencies • 
as they relate/'to school subjects (the third learn- 
ing pH^se).'.'" \ . 

Session^Three 

Show students the wall-size School Subject — . 
Worker Trait Group Chart, •theh direcl them, to the 
reduced chart contained in the Career rnformation 
System Guide. Review the list of subjects. Th^ 
courses offered i^n your school may not have the 
same'titles as those on the chart, so students may 

. need help rn recognizing their subjects on the v 
chart. You . may wish to . use. a highlighter to in- 
dicate which subjects listed are offered in your 
school. Review with the students the ichart Jn- 

^§tructions in the Career Information System 
Guide and demonstrate how to find Worker Trait 
Groups related to school subjects. 

Ask . students' to 'identify the Worker^ Trait 
Groups related to the school-subject they ranked 

'•as first in Session Two. They should write down . 

V'the chart's subject title and number, then list the 

' trtles and numbers of all the Worker Trait Groups 
which hav;e been coded "A" in the subjects row. 

Show students how to use the chart to find sub- . 
jects related - to Worker Trait Groups. If the 
students h^^^e used btheV CIS access materials^ 
such as the.Work Activities Checklist, the Wor4c 
Situations Checklist, or the Aptitudes Checklist, 
they may wish to select a Worker TraFt Group they 
.have already'identified for further exploration. 



Review the instructions given on the use of the 
^School Subject Occupation Index with the 
students in the Career Information System Guide. . 

(These instructions also appear in the front of the., 
igdex.) Demonstrlate the use of the, index- to th'e ^ 
students by identifying Worker Trait Groups and . 
occupations related to a few selected school sub- 
■ je.cts. . ^ ■ ' : 

Once students are familiar with the use oMhe 
chart and the irid'ex, direct. them to. identify and ex- 
plore Worker Trait Groups ' and. gccupations;^ 
related to /heir, preferred school subjects in- 
dependently. Students; s^iould use* the - Worker 
Trait Gfoup Guide and the materials filed in* the 
Career Information System to explore the Worker 
Trait Groups^ they, identify. Encourage , them to 
continue this individualized explorafion outsideof • 
class, (The students' exploration will^e continued 
in Session Four as a guided experience.) 
. The prioniafy focus. of Session Three should be 
on applying' tine concept (the fourth learning 
phase). . 

Sessipn Four 

'Help students continue the individualized ex-* 
, ploration they started- in Session three. As they 
read the descriptions of the. Worker Trait Gto.ups 
and occupations related to thejr preferr-ed s£Viool 
subjects, they should be aware of the information 
concerning competencies and cred^ntigls^^^When 
they center their exploration on a -Worker Trait 
Group and then on an occuption in that Worker 
Trait Group, they should list the relaited competen- 
cies and credentials. The following.questiQns can 
help students identify the related cpmpetencies. 
and credentials; . ' . v 

• What tasksi must I be able to perform? (com- 
petencies) • . •. ^ 

• What evidence, do I need to show employers 
that I should be -able to perform these tasks? 
(credential^) \ ^ 

.. In addition, direct 3tudent&.1^^. chec related 
school subjects in Part III of the School Subject — 
Occupation Index and to conipare these courses 
with ^he corppetencies they have listed: At the 
end of tha. session*, students should haVe their 
competency list completed and the related 
courses checked. Emphasize that-they are not be- 

. ing asked to make an occupational choice but that 
they are learning the process oftrelating school 

. subjects and preparatipn to career exploration. 
The primary focus of Session Four should be on 

: applyrng the concept (the fourth learning phase). 

■' ■ \ • "~ > , ■ . . '-^ * « 

Optional Sessions 

Additional sessions may be added to tie the use 
' of the chart and index to schedule planning forthe " 
following year's courses pr for teVitative four-year 



program planning. In addition, the use of the 
Worker Trait Group Keysort Deck may be introduc- 
ed. The decR has a^'Preparation" section which 
relates the Worker Trait Groups to high school and 
post high school pro-ams. Detailed instructions 
on the use of the Worker Trait Group Keysort' Deck 
are located in the Career Informatfon System 

Guide* - 

»■ ■ ■ . , . ■ ' . . • .' 

Conclusion • , 

At this point, students should have a thorough 
understanding of school subjects as they relate to 
Worker Trait Groups and occupations within. 

.^hosegroups. They shoujd have acquired the com- 

, petency to: 

• understand the relation of school subjects to. 
Worker Trait Groups and their associated oc- 
cupations through credentials and compet^en- 
cies. . i " 

describe the strength of the relation of school, 
subjects to Worker Trait Groups or occupa- 
tions. 

• use their preferred sctidor subjects to identify 
Worker Trait Groups or occupations to explore. 

• identify the competencies and credentials 
associated with a Worker Trait Group or oc- 
cupation. 

They should be able to use these competencies in 
selecting current courses and in continuing their 
career. exploration. 

Additional student skills can be developed 
through! the optional sessions. It is recomlnended 
that students include tentative high school 
course/program planning , as well as post high 
school planning as part of their career exploration 
experiences. 



SECTION TWO 

(Involving School Staff) 

The concept of career development as an on- 
going process integrating all phases of work (oc-, 
cupational, educational, civic and community, add 
home and family) requires that it be integrated 
throughout the school. To^ integrate career 
development experierices "throughout the cur- 
^. riculum requires a commitment of time and effort. 
\' A major task in achieving this integration isinvolv- 
in^ the jDrofessional staff of the school. The dif- 
" ficulty of integration is increased by working with 
a stafT^'whose majo/ concerns lie in specialized 
areas of instruction. In order to justify, a career 
-developfrient orientation, staff should be shown 
its'^lit^ In increasing students^ ability. and 
^. cnoti^ion to master course work. 



It is important to^ emphasize to teachers that 
their involvement is part of a much broader se- 
quehcei of career development activities: they r 
need .to be oriented to the school's career 2 
guidance program, including a specific onenta- 
tion to the Career Information System (CIS). 
Understanding the experiences provided to 
students for developing career exploration and 
decision-making skills will put classroom con- 
tributions into context. The section entitled 
'Touring the Career Informatjpn System'' in the 
Career Information System Guide may be 
modified for the teachers' orientation. . . 

The School Subject — Worker Trait Group Chart 
and the School Subject Obcupatiori Index have 
a specific relation to the teacher's career- 
guidance role and function. With careful planning, 
teacher's interest can be developed into active 
participation. 

The following are examples of techniques for 
involving feachers in the utilization of the chart 
and index. Each of the^e techniques addresses . 
two goals: ta help teachers make their own in- - 
structional 4rea more, meaningful^ tp- students 
through its relation to the knowledge and skills re- 
quired-in the world of work; and to help teachers 
see their area of specialization as pgrt of a much 
larger integrated system relating to the career 
development needs of youth. 

1. A brief CIS orientation session should be^ pro- 
vided to faculty prior to or- as part of their 1n- 

. troduction to the chart and index. This orienta- 
tion should thence included ;in the in-service 
programs for new teachers. 

2. Work with^ department chairpersons. Since 
they are Responsible for coordinating depart- 

<i mental development and in-service programs, 
they can assist in providing a unified approach 
to the integration of career development coa- , 
cepts into the curriculum. This approach can 
also help alleviate duplication of experienc^es 
for students taking several coupges within a^- - 
specialized area. ^ • 
_\ . 

-^3. Schedule a few minutes on the agenda of a 
faculty meeting to- generate i'hterest in the 
chartand index. Discuss the direct and indirect 
relation of the teachers' subjects to. a range of 
occupations. Then show them the chart and in- 
dex. This approach focuses attention on. the 
need for such materials before they are in- ■ 
troduced. 

4. Offer individual assistance to teachers in- 
terested in using the CIS materials. Career ex- 
ploration can be integrated with course skill 
development activities. For example, students' . 
learning tc write a research report could use 
the CIS materials as research tools. Teachers 

.... ' ' ^ 4 

■ , • ' ■ Am 



could use the chart and index to advise 
Students interested in a subject area. 

5, Ask one or two interested teachers to help you 
demonstrate toptheir students how the chart 
and index can>^e usfed to integrate career con- 
cfepts and activities with subject content. Thi^, 
concentrated effort /Can develop into a suc- 
cessful example which could later bfe 
replicated in other classrooms. 

6. Use the index to identify field trip sites and 



resource speakers for classroom teachers: 
Help: the teachers plan the field trips, schedule 
the yse or resource persons, and^^ i 
career development goals which cbmplerneht 
-course goals for ejach planned activity^ Pr^ and . 
post discussions' should be plannea Max- 
imize thd experience. ^ : ^ ^ ■ - 

' "• ' ■■ - 
The preceding tecliniques may also be used to 
introduce and implement other CIS materials 
within the classroom, r . . r 
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WORKER TRAIT GROUP KEYSORT DECK UTILIZATION GUIDE 



The Worker Trait Group Keysort Deck may be 
used to identify Worker Trait Groups related to the 
students' interests, abilities, and other personal 
characteristics. Students sort the cards on the 
basis of these characteristics, using the following 
sorting factors: Work Activities, Work Situations, 



General Educational Development (GED), Prepafa-: 
tion; and Physical Demands. The title, the number, 
and a brief description of the Worker Trait Group 
are printed on each card as well as a listing of oc- 
cupational subgroup examples. 



KEYSORT CARD ILLUSTRATION 



i 

Squared Cj^er 

• • • • • 



Area WTG number 



Brief descriptive 
paragraph . 



Sorting Factors 

Work Activities 
\ Work Situations 
Physical Demands 
GED 

Preparation 



Holes and notched 
holes around the 
border for the 
sorting factors 




• • •\» • V V • V • • • 

' 2ih < 5 S 7 ■■ ya 10 



WORK ACTIVITIES * 



• ••¥11 

I '2 3 < t T ■ » to 



WORK SITUATIONS 




Deck Identification code 



■C 



LITERARY ARTS 




ll<. ntlnxl.M -Itn (.l.4>ir^(i]<llllHi lillullii <VM<>I1 liiK}i iiotlti nlliMihi 

.tii.'vllo i.h.i ut'iiHi Itiil .llilu. iilti.llii .vnnlln nllniiliit >n.>.lin )|ln iihn 
cllilin • lint lui millti iillciiilio ylic I'litm llcii cItiU olUilh-<liilM> nlltil ti 

i.i.tU •'<<«'» Itololil"' otl"!!!' <viinl myciH.llr. nlluiik 

HI ylln cilui (iIkiii Ittil rlliltti u\UMn cpinllo iitloiitMi vHihIm) ) tlu uht} 

cIIiIk. .ill. c iHiiln jIttMitiir yll.i nli..i. Il.il ctMi.! nlU.MiiclMui lOl.il It 

iltii iilliMilio yllti ulinit ltolclhh(^i tilltillli C/diiliii iilldKyoHo vl<«> (ihtui .lltil cllilin nit . 

Clllllll .•11(11 

iiiitt.) ylln tiliti^r llutc 
ill. I >-itn nhii nhiMi 

clllllll illlol lll<>IMlll.> 
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Examples 
occupatiojnai 
subgroups 



of 



-Worker Trait Group title 



JOptlonal holes for Individual schools' use 



The sorting factors are printed around the. Groij^ps. This relationship is shown by a notch or 
''edges D.f the cardsN^he card's edges also have a punch in the appropriate' numbered hole. The^ 
seri^sf^of numbered holes which represent the dif- following example shows ,how one factor^— the^ 
ferent [iarts of the factors. Each of these factors , types of Work Activities — relates to the Worker- 
has a specific relationship with the Worker. Trait Trait Group "Literary Arts/' ^ 



Notches show tlie factor's specific relationship to WTG 



A 



• • • • • • 

•01.01 I 

•-WORKER TRAIT{ 
• G^OUP NUMBERI 



m • • • •WW • Mm • • 

1 2 3^ fl 5 G 7 8 9 10 I. 2 3 .4 5 S 7. 8 9.10 

WORK ACTIVITIES • WORK SITUATIONS 



LITERARY ARTS 

iillii.ii.M^ III,' I.I. ..I. Ilnlillil.il nllolh'- <V>ii.Mi. iiIIhmv. 
,Imi >IIii elm ikliiiii llol cll, Iliiilu <)Mc.{i(i hMi iithir^lloilMj ^ 
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To identify the Worker Trait Groups related to a deck for Work Activity No. 8, Creative. Thinking, 
particular part of a factor, a special needle is used* the sorting/needle would be insiefTed in the hole 
to sort the decKpt-:0ards No. 8 of the Work Activities section. ^ - 



Example 




1, , . 1-1-, 

(71. '.1. . . juifTirTlJTTSin . . . . ; 



wohk'situatioms 



ft B C P t 
DECK 



LITERARY ARTS 



NltlM.1,,1. II.. I.I lll.llll.l.M tlll.>ll. Mll...t^ tie. mIIlmIi. 

I i.l.i, mIi.j.. IImI .IIiIk. mIImIIm < ^ mcMm nllMntMi ) M'mIi<> '>'ll<i i»h<< 

1.1.,. .Ilnl lut .11. .Ill- ..lliml.o ylli-ol'.-.. Ili.l Jt.l.< i.IImII. (Ilili..'..tli.l .1, 
I ..il..,ii;M yllti ..li.li. ll..|(i|,ltM iilli.lli (y<i..lli. ulliiMVdMill.. i.llniilii 

.lu> yU.i i.l.ii Ilnl rllilii. nlli.Iln Iln iiJIi.i.lin y\\{»ht\ ylln i.lui ' 

(ll.lt.. ..Ili.l l.ic .,i>||,/.ll...il.i. vlli> ..l<i.).,IU.I I i.lli.llixIM Ilul I. 

..II.. iill.M.I... yll.. oivM. Ili.lcll<l>.« iilli.lLi^t/iii ..lt...(;nHM yWn nli.i mIimh lt(.l clliUn nil 

(ihli'> ..!>.. I I . ' ' ■ 

IM.II.. .ill >i. v\Ui mIi.im IIoU' ' 

'.1... ylli. .»l>il .lit. Ml 

(llilti. t.llcil l.jcyii 

^ . ...... A .. 
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The cards having the hole of Work Activity Ma 8 
punched will fall fronn the deck. These cards repre- 
sent the Worker, Trait Groups involving Creative 
Thinking. The deck nnay be sorted to iden^^fy 
Worker Trait Groups related to each factor part or ^ 
may be sorted to connbine severaLparts. 

The basic sortinglechnifcjues and the different, 
kinds of sorting logic are described in detail in the 
"Worker Trait Group Keysort Deck Instructions" 
section of the Career Information System Guide. 
You should review the^e instructions and become 
familiar with the use of the cards prior to student * 
orientation. 

It is suggested that students be instructed on 
the use of the cards in small groups. Each student 
will need a Career Information System Guide and 
a Worker Trait Group Keysort Deck. Once 
students know how to hold the cards and use the^ 
needle, help them follow the specific instructions 
for one of the sortin^s^ctors. You may wish to go 
through the instruction^each time students are 
working with a new* sorlmg factor, or students , 
may follow them on their own, req'uesting help as 
needfed. ^ 

You should.note the optional holes on the bot- 
• tom of the card- You may'wish to relate the Worker 
trait Groups to other clustering systems or infor- 



mation. Those' optional holes provide,you with the 
flexibility of linkingf^ther access variables and in- 
formation to the decK-o. . r 




